
State bf C:rlifòrnia ,

M e m o r a n cl u m

'i'.i.
f Business, TranspoÉation and Housing Agency

Date:

IO:

From;

File No,:

Subject:

ea Resource Management inspection which was
fh the overall evaluation and know that my staff
nfortunately, some minor discrepancies were

valuation, two of the discrepancies have been
s of being conected, Our Office Services
for the CHP 415 cler.k on October 31, 200g, and
g CARS is currently being rewritten and should
ministrative files not currently being used were
emodeled on November 4,2008. Finally, on
tage meter was changed and is limited to
. Aoy questions regarding our conective actions

Ë FËfi,ffi{#Ff 
'

December 18, 2008

Central Division

DEPARTMENT OF CALIFORNIA HIG}IWAY PATROL
Bakersfield Area

420,1t428,r2958

BAKERSFIELD AREA RESOURCES MANAGEMENT INSPECTION
RESPONSE

,)MSMITH, Caprain
Commander

CHP 51WP (Rev. ij-86) Opt 076

Søfety, Service, and Security



SIÅTE OF CALIFOR¡IIÂ

DEPARTMEI¡T OF CALIFORIiIA HIGIIì¡.âY PÂIROL
AREA MANAGEMENT EVALUATION
OFFICE MAI'.¡AGEMENT

,.(ii: i-:lf.i.l.¡ ?f::),:!tir: rì

i.*1, ir,rj(+:l -ttl""
^Lv^ I tvlY

OFFICE MAI'.¡AGEMENT
CHP 453E (Rev. 5-06) Opt 009

,,irL.;r'i'r{l;ña--

ElYes l.ltlo

1, CLERICAL TASKS Eìi,ll li¿ l [iì
YI..-\

a. ls the offìce well organized?
ZYes nruo

(1) Are there written job descriptions?
@Yes E No

(a) Does clerical staff have their job description at their desk? ZlYes n ruo
(b) Does clerical staff understand what is expected of them? pYes !ruo

(2) Are similar activities grouped together to promote elfÌciency? Z Yes ! tto
(3) lf tape recorders are used, can crericar emproyees transcribe effectivery?

@ Yes ! tto
(4) ls the clerical staff knowledgeable in the use of personal computers, filing requirements, information

.security, etc.?
Zl Yes n ruo

(5) cananotherclerical employeeassumethedutiesofaclerical employeewhoisabsent? ElYes nno
b. ls the Office Services Supervisor (OSS) effective?

ElYes E t',lo
(1) Does he/she properly apply management philosophies and supervisory skills? El Yes n ¡lo

(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? ElYes ! ¡lo
(b) ls the clerical supervisor an effective manager?

ElYes n ¡¡o
(2) Does the OSS identify employes with supervisory potential? [] Yes n ¡lo

(a) Does he/she assist employees in the preparation of written plans for progressive careerdevelopment?
Ø Yes nruo

(b) Have special interests been identified and educational opportunities and/or departmental trainingbeen afforded the employees?
ElYes fJ No

(") las the CHP 120, lndividual Development Plan for Future Job pedormance of permanent
Employee, been used to identify particular strengths of tfre emplãyeesã Ø Yes. n ¡lo

(3) Does the supervisor set a good example?
Ø Yes nruo

(a) Does he/she show a willingness to assist subordinate personnel? [] Yes nruo
(b) Does he/she know when to act, when to deregate, and when to refer to a supervisor? ZlYes nNo

(4)lfthereismorethanoneoSS,istheworkandsupervisionuu"ntuo

(5) Does the oss pariicipate in Area staff meetings? 
y distribuled? 

^/ft ; J:: : ì:
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2. FILING SYSTEM

ls.the Area's filing system itr conrpliatrce with clepartmental guidelines contained in HpG 11.1, Field officeFile Guide?
DYes ØNo

b Are other files' i e , pertlranetlt files, enforcerrent clocument files, etc., maintailred according to polrcy? f¡J Yes fl tlo
(1 ) How far back are accident reports being nlaintained?,1 YIls. llo I,\-l lN( ;

(2) ls there a fìling backlog? fl Yes E I'lo
(3) ls there evidelrce of recent office review?

Ø Yes n r.¡o
(4) How are Marragernerrt .,*j,' comrrancrers Menrorandums fired alld pr.rrged? Ñl\f - lìlccl ìlr niu¡bcr orcÌcl ..'\ll (irrnllrtncfcr.s- lilcrl

itt ¡r'clcl tcr:r;i\,e.i. Pilr'pcrl lrt crìcl Ol'nrlr.nrirl r.ctcnti(,,0 r)c¡. :i01.ìcrlulc

(5) Are Trailring and lnformation Bullelins filed?
ElYes D t',to

(a) lf so, how are they located? l:'ilcrLl in l¡intlcr..s nn(l loclrtoil rrirh a log slrccr.

(6) Do all clerical employees understand the filing system? E]Yes nruo
(7) Does the Area have an effective suspense system? ElYes D tlo

(a) Do all supervisors take advantage ofthe suspense system? Ø Yes DNo
c. Are personnel files properly secured and access limited? EYes nruo

(1) Are the requirements of the rnformation practices Act being foilowed? E Yes I t'¡o
(2) ls a periodic review done on a regular basis?

@ Yes nruo
(a) lf so, how often? A I thc iinlc oI annual r.ci,icrvs.

(3) ls annual employee review and updating conducted as required? Ø Yes nno
(4) Are only requ¡red or permitted items contained in personnel folders? Ø Yes nNo

3,: -SEGUBITYi OF,-GRlMlNAl- REGORDS :,

a' Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regurations and poricies pertaining to trese iecords?

CORRECTFÐ

ElYes n ¡lo
('l) Has the Area designated a specific person to release criminal offender record information? Ø Yes nNo

(a) Do any other persons release this information? I Yes ! I'lo
(b) Has the designated person completed the required training?

@ Yes I l"lo

(c) Are safeguards in prace to veriñ7 terephone inquiries prior to discrosure? ZlYes n ¡lo
(2) Does each person that is designated to release information maintain a CHp 2638, Criminal offender

Record lnformation Release Log?
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Have discrepancies on the most current audit repoñs been corrected? nNo

(a) Are entries maintained for the prescribed period of time?
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----..::=----=.------:-l_-----_- :_-::-:: -_:(1) Are all charrge firnd alld collections handled and processed accordirrg to policy? i7l yes f,l N^,,.¡,urcu dru pr'cesseo accoroi'g to porrcy'i [] yes I No
(a) Are cou¡rter receipts and DL45s, California Specìal Driver's Cedificate, issued lo the fieldaccou¡rted for and safeguarded? [] Yes !No
(b) Are "voicjed" or "no fee" DL45s nlarkecJ as such, sigrrecl by the cornrrander, and forwarcled

_5:lyanasenrenrsecrion? N /,q nYes !No
1c) ls there a se¡laratiorr of dtlties betweerr cashier responsiltilities anc] transrriltal of collections? ll Yes [] No
(d) Are collections and change funcJs safeguarcJed? ZJYes ! tto
(e) Are checks pronrptly endorsed and cash receipts reconciled daily? lZ Yes ! tlo
(f) Are.counter receipts and DL45s that are issued in sequence accounted for and returned

to Fiscal Managernent Section upon conrpleti on?êautreZ ¿¿òèt:efS -oill"

lrcccss t.), crr r¡rlo,vccl;

n Yes lf tlo

tri¡nsrl itrirls. lirlritccl

(h) Is a supervisor responsible for review of the system? ØYes I No

(i) Do total collections agree with the total amount of coulrter receipls and DL45s issued? ØYes !No
U) Are counter receipts and transmittal records prepared properly? PYes !No
(k) Are surprise counts of funds performed and documented by the commander or designee? @Yes !No

(2) Are security and accountability procedures in prace for the petty cash fund? I Yes n ¡¡o
(a) ls the petty cash fund used only for authorîzed purchases within the limited amount? Ø Yes nruo
(b) Are valid authorizations on file? Z Yes []No
(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander when thereceipt does not show the vendor name or item purchased? fl Yes ! tlo
(d) Are there adequate procedures to ensure purchases are properry authorized? Z Yes n ¡lo
(e) Are surprise counts performed by someone not involved in handling the petty cash fund? Ø Yes ! tlo

(3) Are X-Number services proper and within departmentar and state poricy? I Yes n ¡lo
(a) Are services procured over $4,999.99? ! Yes Ø l.lo
(b) ls the amount limit circumvented by splitting procurements? I Yes Ø tto
(c) Are three price quotations obtained and documented on a cHp 7gx, X-Number Request? [] Yes D ¡lo
(d) Do invoices itemize charges and reference X_Numbers? @ Yes ! ¡¡o

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? ZJYes n ¡¡o

(a) Are cardholders familiarwith the bank card process, including prohibited and restricted items? I Yes !No
(b) Are purchases within established policy? Ø Yes nNo
(c) Are three price quotations obtained and documented on a cHp 31sx? E Yes n ¡to

(d) ls the bank card log corïpleted properly?
nruo
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::= -::: :____:::::=l_=::t:::::__.:::
(e) Are invoices and cHp 317, cAL-card Log, reviewed by a supervisor? ØYes !No

___ (t) I]:,.1."ï1,*",, i:ï],II', T1lcarctsrarement, 
and does it have¡upy::llL:lr__gfï-__!5_

e,,ourç.'rcry'd'>,¡¡rrdtsut iltOilteS/ (.t:lllltl¡ìlttlt:lrlt-rli,:;iglì;,ttCtl (itìl¡)lO\Ci:r.Cl.iiir::

rtrirì si¡:rrs lli.: lr:cl.l\ !¡ irrl¡nrií¿lls

(1) Are collections sent to Fiscar rVranagenrent section at rhe first o".rr,lun.u of $1,000 in casrr anci$10,000 total collections, or at the close of busi'ess each Thursday? I Yes f] I'lo
(') j::,:]"^:'"^t:"t""lt-.,q t]r DL45s. california special Driver's certificate, asser forfeiture, retmbLrrsabtes,

(3) Are "no collectior-1" tralrsmittals serrtwhen appropriate?

@ Yes ! ¡to

ØYes nNo
(a) Do tire sale transactions conrply with policy? lZlYes ! ¡lo

c. ls secur¡ty of the postage lnachine adequate?
@ Yes ! ¡to

(1) ls the machine locked when not in use? ZYes !No
(2) ls the meter reading documented as required? @Yes DNo
(3) ls there documentation of monies refunded or forwarded to Fiscal Managernent section whe¡ thepostage machine is belng repaired or replaced? //ê fl Yes DNo

5, SUP,PLY REQUlSlItoNs tcHP 41)

a. Are requisitions prepared properly?

f:V.¿\i-(iÂ] iii)

YIìS
ACTIC)I..¡ RE NI JI Fì¡:D oofìRf:c rÉÐ

Ø Yes INo
(1) Who prepares them? ()fIjce l"ccl¡l¡.¡go^¡¡

(2) Has a practical stock level been established and maintained? El Yes lNo
(3) lsthereasystemthatnotifiesthestaffwhenthequarterlyrequisitionisgoingtobeprepared?

[] Yes D tto
(a) ls the quarterly requisition period for this command adhered to? p Yes [] tto
(b) ls there a high number of emergency requisitions? ! Yes ZNo

b. Are items stored properly in a storeroom?
Ø Yes flt'to

(1) ls there convenient access for regularly used items? E Yes ! tto
(2) Have obsolete items been removed? [] Yes n ¡lo

confrEct ÉD

,a. Are all cameras assigned to the command accounted for? EYes nruo
(1) Are camera cases crean and do they contain the required accessories? Z Yes ! tto
(2) ls camera maintenance assigned to a particurar individuar? M Yes ! tlo

(a) What is his/her preventative maintenance schedule? checkcd on yca'ly b¡' rhc scrgeant lvho is assignecl t' 
'raintain 

thcrn.

b. Are all extenders assigned to the coi¡mand accounted for? nruo
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7. OFFICE EQUIPMENT

a. Are oflice machines in good cond¡tion ancJ properly maintained?

--- 
---lm,'n:.,r!l::r -'-'

_ __llll __
@ Yes ! ¡to

(1) f s the vendor comply¡ng with maintenance contract provisions? ØYes !No
(2) ls there a shortage or surplus of r¡achirres? l-l Yes lZ tlo

l¡. ls the Malragenrent lnforrlatiotr Systent (MlS) used properly? Zl Yes fl No

(1) Who is aulhorized to use the eqrripment? .,\llclc|ii:ul l:)cts()¡ìrì(,1 drrrl .lcsigrrrrtc.l oll'iccr.;,

(2) How is training provided, and by whorn? L\N r;troltlirl¡t()tr. ( o¡ìlllt ('()iì¡.(jt' Sul)ct'\ ir;(rts

(3) ls there a usage schedule for unifonled and lronuniformed personnel? ir /A nYes Eruo
(4) Are there controls in place to ensure confidentiality? El Yes n No

(5) Are all personnel aware of how to request repairs after normal bus¡ness hours? IYes DNo
(6) lsthe Mls used to send messages to otheroffices in lieu of formal memorandums? lYes E No

(7) what system is used to ensure proper routing of Mls information? rì-rrrairi¡rhotr.r c.pics if.nccessary

c. Are personal computers used properly? ØYes !No
(1) Who is authorized to use the equipment? All enr¡rloyecs

(2) Howistrainingprovided,andbywhom? l,ANCoor'clin¿rt.ol',¿ìn):conìputcrtlainin-r¡lvhiclrnright,Lrcolicr.cdLryt:le

(a) How many employees are trained in its use? A ll crrnpl<lyccs

(3) Are there restrictions on the time its used? /n n Yes E ¡lo

lYes ØNo
(a) ls there a schedule for uniformed and nonuniformed employees? t,t /rt

(4) ls confidential or sensitive information being stored on a pc hard drive? n Yes Z ¡to

(a) lf so, is the PC password protected? ! Yes Z t¡o

(b) ls confidential orsensitive information stored on disks, CDs, or removable drives kept in a
secure area? Z Yes n ¡lo

(5) What is the PC being used for? Daily rvork [:y all crnployees

(6) Are controls present to prevent inappropriate/personal use of the computer? MYes flNo

CHP 453E (Rev. t06) Pâoe 5 ol ?
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ØYes E No
(a) Where applicable, are backup disks stored in a secure al.ea? ØYes D No

(B) Are PC rnanuals and other documentation available to all users? !Yes ZNo
(9) Wltat procedures are in place to ensure out-of-clate cloculrents arrcl files are ¡rur-ged? l,'\N tirr;l rlillilirlr r,.:., ii:rrs ltcr iorii<:all_r ¿ritrl

c'lìiLl¡ù;i ili:rl i¡riìt|llti¡ii(JI iìi CUtil)jìi ¡rl:tl rllrlt,t iilt¡1., ll(,i)i¡i!(,il

(10) Are enrployees aware of the availability of assistance in resolving computer relaled problerns? Z Yes ll ¡to
(1 1) ls anti-virus software regular¡y ,tilized on all stale_owned pCs? I Yes ! tlo

8, PUBLIC CONTACTS

a. Does the offìce have extended offìce hours? ! Yes E l.,to

(1) lf so, are tlrey adequate and effective? flYes ØNo
b. Are persons served promptly and courteously? ZlYes n ruo

(1) Are backup personnel immediately available?
ElYes nNo

(2) ls telephone service both efficient and effective? IYes nruo
(3) Are limited duty personnel used for receptionist duties and answering telephones? E Yes E l'lo
(4) Are offìcer substitutions for nonuniformed positions kept at a minimurn? @ Yes nNo

9. ScllOOt BUS,DR|VER .EX.AM|NA-T|oNS

a ls school bus drivertesting a special duty or a clerical function, or is a full-time school bus coord¡natorassigned? $¡rcci:rll)Lrt¡,¡rosítion.

ÇORRF.CTÉÐ

('1 ) Are tests and test keys kept in a secure place? Ø Yes ! ¡to
(2) How are interested parties advised of testing procedures? l'hrough sch<¡rf ¿isrr.icl t'ainire lÌ¡cif itlics

(a) Are exams graded in the presence of the applicant, and missed questions discussed? E Yes ! l.lo

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? E Yes nNo
(3) How are test disposed of? S¡r,eclcjed by tho Sclrool Bus Oft-iccr

(4) ls there a specific date and time set aside for testing?

a' ls there a systematic method of coordinating court appearance matters? ! tlo

CHP 453E (Rov. 5.06) Page 6 of7
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(1) What conlrols are irr place to ensure officers appear irr courl? \tL,¡ì ,i¡.ii..ùr \ t,\r)i., (1,)llilìrill l)r:t ir¡,lir

irl)l)c..ll:rlccs rr¡lrl rl0cr.¡llicnlalion i: ilr.lilc tlt.t rilr: ( lll) I liì lorls

(a) How are appearatìces miltintizecl following catrcellations? Sril,l,ct:ltrt (,lcr-l:i ¡Lrtiiì¡¡,,)jtict,rs l.r iiiì(\r!c rrt Ìlr rrl iiir'D tìrr"it.e

(b) How are "sho¡t rrotice" cancellatìons ntitrilnized? Ntrtiljr:iltio¡ls ilrü r.nitrlc its \()()tì ilj tltr C\)lìri Clcrk i: ntrtilìcrl

(2) AreCHP90s'ReportofCourtAppearance-Civil Action,properlydistributedandconrpleledonall
app[opriate cases? E Yes nNo

(3) Who is responsible for managing the process? ()SS I lr'Subpoi:¡lir (llt:l'l<

(a) Are court officers performing duties that could be handled by clerical personnel? ! Yes Z l.to

1 1. DEPARTMENTAL MANUALS

a. Are the number of authorized libraries being maintained?

Ei/AitiÅ r::Ð

YIiS
A(: f lot,i fìEQr.Jilìt¡

Norrc

@Yes D No

(1) Are the libraries convenient for those who must use them? @Yes D No

(a) What controls are in place for,'loaning" manuals to employees? l')n¡rloycrcs usc rJr:signal:cd libl-til'ics ílì(l rc[urn sanìc t()

oliginal lr-rcatioll.

(2) Are publications distinctively marked so they can be read¡ly identified? Ø Yes ! tlo
(a) Are the number of libraries excessive or suffÌcient? scc uitaclrcrl.

(b) ls there a listing available of whai should be in each library? ElYes n r',lo

(3) Are publications kept up-to-date? I Yes !No
(a) Who files publication changes? ll'he lì'olli dcsl< otTìcr:l.handlcs thc liling. o1'updlttes.
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CII¡\PTER 5

BakeLsfield ,,\r'ea 420' 
I 0/08/2008

Iteln 1: Clerical Tasls

(1) The job clescliptiorl forthe -{15 desk i.s to be reu,ritterr to inclucle nelv iustlr-rction on
the C¡\lìS progt'attt lòr A4l5 rlata entr'\'. OSSU is auarc aucl the chernge u'ill bc macìe as
soon as possible,

Item2: Filing Sl'stenr

a' 1'he .¡\chninistration Files are overclone. It \\/as recoulrlrenclecl that files not being usecl
at the culrent tiure, be eliminatecl. OSSII is going to revieu,rhe I-iPG 11.1 Fielcl Office
File Guide for reference in eliminating the extra files. LJpon leplacenlent of the current
filing cabinets, the,se changes rvill be nade.

Item 3; Securify of Criminal Recorcls

(2) NiA

(2a) N/A

Item 4: Fiscal Procedures

(1b) DL45 receipts ale no longerrequired to be sent to Accounting Sectio¡,

(1Ð N/A

(2c) N/A

$c) A CHP 315 is used only when making apurchase through HQ on a Form CHP 43,

b(4) Tire sales -N/A

c. Postage meter security. It is recommended that the security code on the postage meter
be changed and that access to the code be limited to only those personnel diiectly
responsible for mail procedures.

c(3) N/A
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NI,/MBER

420
DATE

r 0/08/2008

INSTRUCTIONS: lndicate items "Evaluated" box andior the "Action Required" box. lf this

form is used as a CorrectiÖn Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer

individual items with "yes" or "no" answers, or fill in the blanks as indicated, lf additional comments are necessary, the information

can be placed on the CHP 454, Area Management Evaluation Supplement, The Supplement should include significant fÌndings,

accompfishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired,

a. ls the office well organized? ElYes E No

TYPE OF ËV¡\LUAIION

fl Formal Evaluation ! lnformal Evaluation
SUSPËNSÊ DAI Ë

FOLLOW.UP REOUIRED

Ø Yes l.l tlo
! Correction Report

BY

cOMMAI.ILìEI\'$ RËVf E\^i DAI E

IVAI,UAIED

YIIS
ACTILIN RFQUIRFO

NoLre

]ORRNCfED

r (y08/2008

(1) Are there written job descriptions? ElYes n No

(a) Does clerical staff have their job description at their desk? ØYes ENo

(b) Does clerical staff understand what is expected of them? ElYes ! No

(2) Are similar activities grouped together to promote efficiency? EYes D No

(3) lf tape recorders are used, can clerìcal employees transcribe effectively? ØYes ! No

(4) ls the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? ElYes ! No

(5) Can another clerical employee assume the duties of a clerical employee who is absent? ElYes ! No

b. ls the Offìce Services Supervisor (OSS) effective? @Yes n No

(1) Does he/she properly apply management philosophies and supervisory skills? ØYes I No

(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? @ Yes ! ¡to

(b) ls the clerical supervisor an effective manager? EYes D No

(2) Does the OSS identify employes with sLtpervisory potential? EYes f] No

(a) Does he/she assist enrployees irr tlre preparation olwritlen plans for progress¡ve career

developrnent? ØYes nNo

(b) Have special interests been identified and educational opporlunilies and/or departntental tralnlng

been afforded the employees? [Yes n No

(c) HastheCHP120, lndividual DevelopnrentPlanforFutureJobPerfornratrceofPet'manet'lt
Enrployee. been used to idenlify particttlar strengths of lhe etnployees? t ØYes ! No

(3) Does the supervisor se1 a good exarnple? [Yes ! No

(a) Does he/she show a willitrgness to assist suþórdinate persontrel? ØYes ! No

(b) Does he/she know when to act, when to delegate, and whetr to refer to a supetvisor? El Yes f] No

(4) lf there is ntore than one OSS, is the rryork and supervisiorr evenly distributed? fl Yes E No

(5) Does the OSS parlicipate in Area staff meetings? ØYes n No

CHP !53E (Rev 5-06) Page 1 ol 7
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c,153e506 pdf



STATE OF CALIFORNIA

DÊPARÍMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev. 5-06) Opt Oo9

a, ls the Area's filing system in compliance with departmental g uidelines contained in H pG 'l 'l . 1 , Field Offìce
File Guide? lYes E No

b. Are other fìles, i.e., permanent fìles, enforcement document files, etc., maintained according to policy? ZlYes ! tto

(1) How far back are accident reports being maintained? 4 yllS. R0l.,AllNG

(2) ls there a filing backlog? ! Yes Ø tlo
(3) ls there evidence of recent office review? ElYes ! tto
(4) How are Management and All Commanders Memorandums fìled and purged? MM- ljlecl in nur¡bcr.or.<jcr, All Commandcls_ jÌlecl

in ordcl lcceivccl. Pulgctl at cnd oJ norntaI rctonlion ¡rcr-schcrdule,

(5) Are Training and lnformation Bulletins filed? ØYes n ruo

(a) lf so, how are they located? ll'ilccl in bilclcrs ancl loc¡rtccJ rviLh a log shcet.

(6) Do all clerical employees understand the fìling system? Ø Yes ! t{o

(7) Does the Area have an effective suspense system? Ø Yes [] t'to

(a) Do all supervisors take advantage ofthe suspense system? Ø Yes ! tlo

c. Are personnel files properly secured and access limited? @Yes n No

(1) Are the requirements of the Information practices Act being followed? ØYes nruo
(2) ls a periodic review done on a regular basis? ØYes n lo

(a) lf so, how often? At the rinrc ol'anrtral rcvicrvs

(3) ls annual employee review and updating conducted as required? ØYes n ruo

(4) Are only required or permitted items conlained in personnel folders? Ø Yes [f tlo
SECURITY OF CRIMINAL RECORDS

a. Have employees wlro have access to criminal offender record infor¡¡ation signed an acknowledgme¡l
slating they understand the regulations and policies pertaining to these records? ElYes n ¡lo
(1) Has the Area designated a specific person lo release crirninal offender record information? ØYes E No

(a) Do any other persons release fhis infornlation? EìYes ! ¡to

(b) Has the designated persor.r conrpletecf the required trainlng? ZYes E No

(c) Are safeguards in place to verify telephone inquiries prior to disclosure? ZYes DNo
(2) Does each person that is designated to release infon¡ation nraintain a CHP 2638, Crirninal Offender

Record lnformation Release Log? ,^/ln
(a) Are entries nraintained for the prescribed period of time?

4, FISCAL PROCEDURES

a. Have discrepancies on the rrlost curre¡tt audit reports been corrected?

!Yes n No

nYes n No

ZYes ! No

CHP 453E (Rev 5-06) Page 2 ol 7
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(1) Are all change fund and coilections handred and processed according to poricy? [] Yes ! t¡o
(a) Are counter receipts and DL45s, California special Driveis Certificate, issued to the field

accounted for and safeguarded?
El Yes ! l.to

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and fonivardedto Fiscal Management Section? ¡t /n ! Yes !No
(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? Ø Yes nruo
(d) Are collections and change funds safeguarded?

EJ Yes ! t¡o
(e) Are checks promptly endorsed and cash receipts reconciled daily? ElYes nruo
(f) Are counter receipts and DL45s that a¡e issued in sequence accounted for and returned

to Fiscal Management Section upon completi on? êeutre,¿ Zèaèr:þfS "oi/y'
! Yes ! t'lo

(g) What specifìc guidelines are in place for security control and accountability? euar.ierl-y ardits. r.r,eekly tr.ansmittals. lirnitecl

a ccess l:,v cnrpì o,v ces.

(h) ls a supervisor responsible for review of the system? p Yes DNo
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? El Yes ! ¡lo

ü) Are counter receipts and transmittal records prepared properly? Ø Yes nruo
(k) Are surprise counts of funds performed and documented by the commander or designee? ØYes nNo

(2) Are security and accountability procedures in place forthe petty cash fund? @ Yes [] t'to

(a) ls the petty cash fund used only for authorized purchases within the limited amount? Ø Yes ! 1.,¡o

(b) Are valid authorizations on file? ØYes nruo
(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander when the

receipt does not show the vendor name or itern purchaséd? ElYes ! No

(d) Are there adequate procedures to ensure purchases are properry aLrthorized? ZlYes ! No

_]1j:: ptise counts performed by sonreone not involved in handf ing the petty cash fund?

(3) Are x-rurmou, *ì"'"* **"." *o;¡*;"rÆ;,;;-r.*;;r;
ElYes lf No

EYes ! No

(a) Are seryices procured over $4,999.99? fl Yes Ø t'lo
(b) ls the amount linrit circumvented by splitting procurenrerrts? lYes Ø No

(c) Are three price quotatiotrs obtained and docunrelrled orr a CHp 7BX, X-Number ReqLrest? Ø Yes fl No

(d) Do invoices itenlize charges and reference X_Nunrbers? Ø Yes ! tlo
(4) Are bank cards aclequately safeguarded, a'd purchases ¡eviewed by a su¡rervisor? E Yes fl No

(a) Are cardholders fanriliar with the bank card process, includirrg prohibited and restricted items? @ Yes fl t'to

(b) Are purchases within established policy?
[7] Yes fl ruo

(c) Are three price quotations obtained and documerrted on a cHp 3.1 5x? ØYes nNo
(d) ls the bank card log corlpleted properly? ØYes ENo

CHP {538 (Rev 5-06) Page 3 oí z
Destroy Prev¡ous Editions

o{ 53c506 pdl



¡l
STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev, 5-06) Opt oo9

(e) Are invoices and CHp 317, CAL-Card Log, reviewed by a supervisor? ElYes ! ¡to
(f) ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? E yes n ruo

b' what controls does the commander have in place to ensure timely transmittals of monies? çor'man¿er. or- clcsig.atccl ernplclyee *crilìcs
and sign.s thc rveckly tra¡rsnrittals.

(1) Are collections sent to Fiscal Management section at the flrst occurrence of $1 000 in cash and
$10'000 total collections, or at the ciose of business each rhursday? E Yes !No

(2) Are monies received for DL45s, California Special Driver's cedificate, asset forfeiture, reimbursables,
evidence' etc., handled appropriately by coordinating transmittal with ihe Area cashier? EJYes nruo

(3) Are "no collection,, transmittals sent when appropriate? [] Yes nNo
(a) Do tire sale transactions comply with policy? Ø Yes !No

c. ls security of the postage machine adequate? M Yes E l.,lo

(1) ls the machine locked when not in use? @ Yes nNo
(2) ls the meter reading documented as required? Ø Yes !No
(3) ls there documentation of monies refunded or fonvarded to Fiscal Management Section when thepostage machine is being repaired or replaced? nlp n Yes !No

5: SIJP.R|-Y RËaUtstItoNS (cHF,41 )

a. Are requisitions prepared properfy? [JYes n No

(1) Who prepares them? (.)l'lìce-l cchiOSSII

(2) Has a practical stock level been established and maintained? I Yes ENo
(3) lsthereasystemthatrrotifiesthestaffwhenthequarterlyrequisitionisgoingtobeprcpared? ZlYes ! No

(a) ls the quarterly reguisilion period for this conlnland adhered to? Z Yes ! tlo
(b) ls there a high nunrber of enrergency requisitions? nYes Ø No

b. Are items stored properly in a storeroonr? @Yes !No
(1) ls there convenient access for regularly used items? EJYes ! No

(2) Have obsolete items been removed? ØYes !No
6. SUFPLIES

a Are all cameras assigned to flre cornrnand accounted for? ElYes ll No

(1) Are camera cases clealr and do they corrtain the required accessories? E Yes n f.,lo

(2) ls carnera nraintenance assigrred to a particular individual? ElYes n No

(a) What is his/her preventative maintenance schedule? ('hr:cl<r:rl r)r'ì \c¿¡rJr irY thc: Scrrc¿tr:l r.rho is ltssir¿rrcrl t() nruirìtirin Lhcrìl

b. Are all extenders assigned to the comrnand accounled for? lZ Yes D No
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(l) ls there adequate security for extender batteries and other supplies?

a. Are office machines in good condition and properly maintained? @ Yes ! tto
(1) ls the vendor comprying wiih maintenance contract provisions? Z Yes !No
(2) ls there a shortage or surplus of machines? E Yes ØNo

b. ls the Management lnformation System (MlS) used properly? I Yes n ¡to
(1) who is authorized to use the equipment? All olerical ¡rcrsonrref r,nd r'lesigrrarccl olfìcers

(2) How is training provided, and by whom? I.AN coorcJillators, Clonltn. (ìcntcr SupcrrriSor.s

(3) ls there a usage schedule for uniformed and nonuniformed personnel?

(4) Are there controls in pface to ensure confidentiality?

(5) Are all personnel aware of how to request repairs after normal business hours? ElYes nNo
(6) ls the Mls used to send messages to other offìces in lieu of fôrmal memorandums? ! Yes ØNo

(7) whatsystemisusedtoensureproperroutingofMlsinformation?Iì-rnail/¡¡hotr-rcolricsil'ncces.sary

c. Are personal compulers used properly?
E Yes f] l.lo

(1) Who is authorized to use the equipment? i\ ll crìrlìl()vccs

(2) How is training provided, and by whom? ì,,4N (lrtor'<Jin¿rlor', ir1\ cenll)Lrrcr {r'ai¡ine r.r,hich nlight Lrc'f'l'e¡.cd Lrv il(.)

(a) How many employees are trained ill its use? \ ll ctn¡rlovr:cs

(3) Are there restriclions on the time its used? rt /n ! Yes Z tto
(a) ls there a schedule for uniformed and nonuniforrned ernployees?

t..t /rt fìYes E tlo
(4) ls confidential orsensitive infornrafion being stored on a pc hard drive? !Yes ØNo

(a) f f so, is the PC password protected? fl Yes Ø tto
(b) ls confidential or sensilive inlormation stored on disks,

secure afea?
CDs, or removable drives kept in a

ElYes fl tto
(5) What is the PC beirrg used for? I)ail,v u'çrlt [r\' ¿tll ùt]ìllìr-r] c("-s

(6) Are cor.rt¡ols preserrt to prevent inappropriate/perso.ar use of the cor.puter? f,JYes nNo

--- 
-:
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(7) Are backup procedures being performed on a regular basis? ØYes nNo
(a) Where applicable, are backup disks stored in a secure area? ØYes ! tlo

(8) Are PC manuals and other documentation availaþle to all users? n Yes Z t'to
(9) what procedures are in place to ensure ouÞof-date documents and fìles are purged? LAN cclr¡r.dinafor r.evicn,s ¡rcriodically a'cr

cnsures that inJÌu.nt¿rtion is cul.rent anct olcler fÌ¡rms al.e pur.gercl,

(10) Are employees aware of the availability of assistance in resolving computer related problems? Z Yes nruo
(11) ls anti-virus software regularly utilized on all state-owned pOs? [} Yes lNo

-8"i, P.U,EL I C,CO N TAC TS

a. Does the offÌce have extended office hours?

CORRECIËN

n Yes ENo
(1) lf so, are they adequate and effective? ! Yes ØNo

b, Are persons served promptly and courteously? ElYes !No
(1) Are backup personnel immediately available? Ø Yes nuo
(2) ls telephone service both efficient and effective? [} Yes nNo
(3) Are limited duty personnel used for receptionist duties and answering telephones? @Yes nUo
(4) Are officer subslitutions for nonuniformed positions kept at a minimurn? @Yes !No

9. SCHOOL BUS DRIVE:R EXAMINATIoNS

a ls school bus driver testing a special duty or a clerical function, or is a full{ime school bus coordinatorassigned? S¡rcc:iaIt)rrL-r,¡oshit>n.

EV./\i-tlÀTaD .4CÌrOt{ RtiQUtREO

Nonr:
COIìiìEcTÌ:Lr

(1 ) Are tests and test keys kept in a secure place? ØYes nNo
(2) How are interesled parlies advised of testing procedures? l'hrough sr:lro9l <listliot tr.irìnirr9 lircilirljcs

(a) Are exatrs graded in the presence of the applicant, and missed questions discussed? @Yes !No
(b) Does the officer or coordinator take possessiorr of tlre tesl arrd dispose of accordirrgly? ØYes nNo

(3) How are test disposed of? Slr¡r,rlrii,tj L'r ri¡c $i:iiiliii lll¡r; or'iic.:¡,

(4) ls there a specific date and linle set aside for testing? EYes !No

a ls there a systetnatic melhod of coordinating court appeararrce nratters? E yes ! tto
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(1) What controls are in place to ensure offìcers appear in court? Area snpcrvisrlrs conduct pcliodic cÌ¡eclcs olr officers court

appearance.s and <locunlent:ation is uradc on the Cjlll? l1tì lo¡¡s,

(a) How are appearances minimized following cancellations? Subpocna Clcrks notifics o1'lÌccrs l.rv phonc or.trv wr.iil.cn noticre

(b) How are "short notice" cancellations minimized? Notitìcations arc rratJc as soon as thc (.)ourl- Clcrk is notilic<J.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? Ø Yes [] t¡o

(3) Who is responsible for managing the process? L)SS I I r'Sr-r b¡toc:nl C I crli

(a) Are court officers performing duties that could be handled by clerical personnel? !Yes ZlNo

11:;, DE,PARfMENTAL MANUALS

a. Are the number of authorized libraries being maíntained?

û[)Rß E IìIEO

ZYes n No

('l ) Are the libraries convenient for those who must use thern? ØYes E No

(a) Whatcontrolsareinplacefor"loaning"manualstoemployees? l.)rrr¡rlovt:t:su.scdcsignalctl librlljcsaltdl.r:[urrìsÍulc[o

origÌnal ìocatíon.

(2) Are publications distinctively marked so they can be readily identified? ØYes []No
(a) Are the nunrber of libraries excessive or sufficierrt? scu utr¿rclru.l.

(b) ls there a listing available of whal should l:e in each library? ØYes üNo
(3) Are publicatìons kept up-to-date? @Yes nNo
(4) Who files publicatiorr changes? l'[u ll-¡rrr cJcrili çl'lieg.Irrrrcllcs rlrc lìlin¡r ol-Ltl,d3tc,j
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CHAPTER 5

Bakersfield Area420
10/08/2008

Item 1: Clerical Tasks

(1) The job description for the 415 desk

the CARS program for 4415 data entry,

soon as possible.

is to be rewritten to include new instruction on

OSSII is aware and the change will be made as

Item2z X'ilins Svstem

a. The Adrninistration Files are overdone, It was recommended that f,rles not being used

at the current time, be eliminated. OSSII is going to review the HPG 11' I Field Offrce

File Guide for reference in eliminating the extra files. Upon replacement of the current

filing cabinets, these changes will be rnade. , %9 ul-lk f6
Zri; 

"r.;' 

-,-; 
/444 ---'*ok ¿t-<¿<'a-t-

7tw,o3t3,
ftem 3: Security of Criminal Records

(2) N/A

(2a) N/A

Item 4: Fiscal Procedures

(ib) DL45 receipts are no longer required to be sent to Accounting Section'

(1Ð N/A

(2c) N/A

(4c) A CHP 315 is used only when making a purchase through HQ on a,Form CHP 43'

b(4) TiLe sales - N/A

c. postage meter security. it is recornmended that the securit¡' code on the postage meteL

be chalgãd a¡d that access to the code be limited to oniy those persorurel directly

responsible for mail procedures.

c(3) N/A
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CHAPTER 5

Bakersfreld Area 420' r0t08t2008

Item 1: Clerical Tasks

(1) The job description for the 415 desk is to be rewritten to include new instruction on

a. The Administration Files are overdone, It was recommended that files not being used
at the cunent time, be eliminated. OSSil is going to review the HPG 11,1 Field Off,rce
File Guide for reference in eliminating the extra files. Upon replacement of the culrent
filing cabinets, these changes will be rnade.

ftem 3: Securitv of Criminal Records

(2) N/A

(2a) N/A

ftern 4: Fiscal Procedures

(1b) DL45 r'eceipts are no longer requiled to be sent to Accountir-rg Section.

(1Ð N/A

(2c) N/A

(ac) A CHP 315 is r-rsed onll, u,hst't rlaking a pnlchase through HQ on a FoTm CFIP 43.

b(4) Tile sales - N/A

c. Postage meter seculit¡,. It js recommelicleclthat thc secnritv cocle olt the postage ntcter
be changecl ancl that access to the code be limited to only those pelsonnel clilectl¡,
responsible for mai I proc.eclules.

c(3) N/A



Chapter 5
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ftem 7: Office Equipment

(8) PC manuals and other documentation are removed from equipment when released
from HQ to assigned areas.

ftem 8: Public Contacts

a(1) Extended office hours were discontinued due to lack of public interest,

MISCELLANEOUS COMMENT :

It was noticed that one of the OA's has a coffee pot in hel cubicle, It is recommended
that this unit be placed somewhere else in the ofhce in order to minimize spills on
equipment, carpeting and paperwork. This may be considered a safety hãzañ by OSHA,
or the Fire Marshall.

"/l-



State of California

Memorandum

Business, Transportation and Housing Agency

November 6,2008

Bakersfield Area

DEPARTMENT OF CALIFORNIA HIGITWAY PATROL
Coalinga Alea

49s,13682

HPG 22.1, AREA RESOURCES MANAGEMENT GUIDE, INSPECTIONS

Date:

To:

From:

File No,:

Subject:

On October 8, 2008, a team complised of Sergeant Larkin Vander Mel, Office Services
Supervisors Paula Mcsheehy and Lorie Berger and I completed three Area Management
Evaluations on the Bakersfield Area per HPG 22.1, Area Resources Management Guide. The
three Area Management Evaluations were Offlrce Management, Occupational Safety and Special
Functions, Utilizing the procedures and checklists provided in HPG 22.7 as rvell as through
interviews conducted of the affected personnel, the following is a summation of the results of
each evaluation.

During the Office Management (chapter 5) evaluation, Office Services Supervisors Mcsheehy
and Berger noted:

o The job description for the 415 desk needs to be rewritten to include the new instructions
on the CARS program for the A4l5 data entr.y.

o The Administrative files are overdone, It is recommended that files not being used at the
current time be eliminated,

o It is recommended the security code on the postage meter be changed and the access code
be limited to only those personnel directly responsible for mail procedures.

Lieutenant D, Knoff conducted the Occupational Safety (chapter 12) evaluation, Lieutenant
Knoff noted the following:

o On August 26,2008, Sergeant L. Logan, of the Bakersfield Area, conducted an informal
occupational safety evaluation. The results of the evaluation were forwarded to the
Central Division Occupational Safety Coordinator, During the formal evaluation,
Lieutenant Knoff discussed the informal evaluation with Sergeant Logan, During the
discussion, Sergeant Logan identified several items from the informaf evaluation that had
required action, He further explained all identified items had been competed and action
taken to remedy any discrepancies, No further action is required,

CHP 5MiP (Rev. 11-86) Opf 076
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Bakersfield Area
Page2
November 6,2008

Sergeant L, Vander Mel conducted the Special Functions (chapter 15) evaluation, No significant
discrepancies were noted, Based upon the procedures and checklist provided and the inter"/iews
of the affected personnel, the Bakersfield Area's special functions are functioning within
guidelines set forth in HPG 22.1, AreaResources Guide,

'-Dc-=---7
D.V/, KNOFF, Lieutenant
Commancler

cc: Assistant Chief R. Clements
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DATE

0sl?t 12008

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this
form is used as a Correction Repoft, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
indívidual items with "yes" or "no" artswers, or fill in the blanks as indicated, lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement, The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall imIressions. Thiã
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

Sergeant Skieresz

TYPE OF EVALUATION

M Formal Evaluation
SUSPENSE OATE

f lnformal Evaluation
FOLLOW.UP RÉQUIREO

Eves Mruo

I. CI-ERIEAL TASKS

a. ls the office well organized?

! Correction Report

BY /o . /ô rAF
CORRECTED

M v"t [] tlo

(1) Are there written job descriptions? M Yu. Eruo
(a) Does clerical staff have their job description at their desk? M ves []no
(b) Does clerical staff understand what is expected of them? M Y"s nNo

(2) Are similar activities grouped together to promote efficiency? M Yes E tto

(3) lf tape recorders are used, can clerical employees transcribe effectively? M Yes L] tto
(4) ls the clerical staff knowledgeable in the use of personal computers, fìling requirements, information

security, etc.? M Yes tr tto

(5) Can another clerical employee assume the duties of a clerical employee who is absent? M ves Iruo
b. ls the Offìce Services Supervisor (OSS) effective? M Y"" INo

(1) Does he/she properly apply management philosophies and supervisory skills? M yes trno
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? M Yes [ ¡lo

(b) ls the clerical superuisor an effective manager? M Yes E t'to

(2) Does the OSS identiñ/ employes with supervisory potential? M Yes Ino
(a) Does he/she assist employees in the preparation of written plans for progressive career

development? M Yes Ino
(b) Have special interests been identified and educational opportunities and/or departmental trarnrng

been afforded the employees? M yes I ruo

(c) Has the CHP l20,lndividual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? M Yet Iruo

(3) Does the supervisor set a good example? M ves tr t¡o

(a) Does he/she show a willingness to assist subordinate personnel? M Yes nruo
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? M Yes trruo

(4) lf there is more than one oss, is the work and supervision evenly distributed? n Yes E t'lo

HP 453E (Rev. 546) Pâge 1 Destroy Previous Editions
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2. FILING SYSTEM
CORRECTED

a. lstheArea'sfìling system in compliancewith departmental guidelines contained in HpG 11.1, Field Offìce
File Guide? M y"s X ruo

b. Are otherfiles, i.e., permanent files, enforcement document fìles, etc., maintained according to policy? M ves Ino
(1) How far back are accident reports being maintained? 4 yeals plus cun.ent year.

(2) ls there a fìling backtog? M Yes nuo
(3) ls there evidence of recent offìce review? M Y"s nNo
(4) How are Management and All commanders Memorandums filed and purged? I\,lemolandums are filed adrninistrativcly by

the OSS II and purged on a 5 year cycle.

(5) Are Training and lnformation Bulletins fìled? üJYes ! tto

(a) lf so, how are they located? Tltey are located in logs and biltders.

(6) Do all clerical employees understand the fìling system? M Y"t Eruo
(7) Does the Area have an effective suspense system? M Yes n ¡¡o

(a) Do all supervisors take advantage of the suspense system? M Yes nruo
c. Are personnel fìles properly secured and access limited? ú v"t Eno

(1) Are the requirements of the lnformation practices Act being followed? M v"t Iruo
(2) ls a periodic review done on a regular basis? M ves ! t¡o

(a) lf so, how often? Annual review at I l8 evaluation.

(3) ls annual employee review and updating conducted as required? M Y". Iwo
(4) Are only required or permitted items contained in personnel folders? M Yes E t'to

}. SECUR]TY OF CRIMINAL RECORDS

a- Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records?

CORRECIED

M Yet Druo

(1) Has the Area designated a specific person to release criminal offender record information? M Yes Eruo

(a) Do any other persons release this information? M ves Eruo
(b) Has the designated person completed the required training? M Yes ENo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? M Yes I tto

(2) Does each person that is designated to release information maintain a CHP 2638, Crimínal Offender
Record lnformation Release Log? M Yes Druo

(a) Are entries maintained for the prescribed period of time? M Yes Iruo
CORRECTED

a. Have discrepancies on the most current audit reports been corrected? Mv". nruo

;HP 4538 (Rev. 5.06) Pâse 2 Destroy Previous Editions c453e506.frp
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(1) Are all changefund and collections handled and processed according to policy? M ves nruo
(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the fìeld

accounted for and safeguarded? M Yes Eruo
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and fonruarded

to Fiscal Management Section? M Yes [] ¡to

(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? M Yes nruo
(d) Are collections and change funds safeguarded? M Y"t nno
(e) Are checks promptly endorsed and cash receipts reconciled daily? M v". E tto

(D Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? M Yes [] tto

(g) What specific guidelines are in place for security control and accountability? Separate petty cash an<J change fuud;

Quarlerly audits conductecl

(h) ls a supervisor responsible for review of the system? M Ye. E r'lo

(D Do total collections agree with the total amount of counter receipts and DL45s issued? M Yus I ¡lo

O Are counter receipts and transmittal records prepared properly? M Yes Iruo
(k) Are surprise counts of funds performed and documented by the commander or designee? M Ye. E tto

(2) Are security and acòountability procedures in place for the petty cash fund? M Yes Eno
(a) ls the petty cash fund used only for authorized purchases within the limited amount? M vet !ruo
(b) Are valid authorizations on file? M yes tr t'¡o

(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does nol show the vendor name or item purchased? M Yet I tto

(d) Are there adequate procedures to ensure purchases are properly authorized? M v". fruo
(e) Are surprise counts performed by someone not involved in handlinq the petty cash fund? M Y"* I tto

(3) Are X-Number services proper and within departmental and state policy? M Yes Iruo
(a) Are services procured over 94,ggg.9g? n Y"r M tto
(b) ls the amount limit circumvented by splitting procurements? nYes Mruo

(c) Are three price quotations obtained and documented on a CHP 7BX, X-Number Request? M Yes tr t¡o

(d) Do invoíces itemize charges and reference X-Numbers? MYes Eruo
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? M ves !ruo

(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? Mves Eruo
(b) Are purchases within estabtished policy? M ves E t¡o

(c) Are three price quotations obtained and documented on a CHp 31SX? MY"s nruo
(d) ls the bank card log compteted properly? M Y"r I tto

c453è506 frp
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(e) Are invoices and CHp 317, CAL-Card Log, reviewed by a supervisorZ M v"" ! t¡o

'r".tri; !ruowhat controls does the commander have in place to ensure timely transmittals of monies? Weekl¡, translnittals are taken tothepostofficeeachFr.iclay.Tl.ansmittalso,",.ui.

(1)ArecollectionssenttoFiscalManagementSectionatthefi,,.o".,,,ffi
$10,000 rotat co'ections, or at th; ;är;;;;usiness each Thursday? M yus trNo(2) Are monies received for DL45s, California
evidence, etc., handled appropiiatefy ff coorOinating transmittal w M yes Druo(3) Are "no collection,,transmittals sent when appropriate?

M ves Xno(4) Do tire sale transactions comply wíth policy?
M Yes nruoc, ls security of the postage machine adequate?
M Yes nto(1) ls the machine locked when not in use?
Ø yes E t'lo(2) ls the meter reading documented as required?
M ves ! t¡o(3)lstheredocumentationofmoniesrefundedorfonryardedtoFiscalMm

postage machine is being repaired or repiaceOZ

i; SUPPLY REOUtstÌtoNSlcHP 41)

a. Are requisitions prepared properly?

M vet D ¡lo
CORRECIED

M vet(1) \//ho prepares them? Clerical staff (Melissa Lara)

(2) Has a practicalstock level been established and maintained? M Yes Eruo(3) ls there a system that notifìes the staff when the quarterly requisition is going to be prepared? M ves I t¡o(a) ls the quarterly requisition period for this command adhered to? M Yes ! tto(b) ls there a high number of emergency requisitions? n ves Mruob. Are items stored properly in a storeroom?
M v"s !ruo(1) ls there convenient access for regularly used items?
M ves Iruo(2) Have obsolete items been removed?

st¡ÞPÉlEs
M Yes I tto
CORRECTED

a' Are ail cameras assigned to the command accounted for?
M ves ! ¡lo(1) Are camera cases clean and do they conta¡n the required 

"..".roniJ M Yet I t¡o(2) ls camera maintenance assigned to a particular individual?
M Yes ! t¡o(a) what is his/her preventative maintenance schedure? Cameras are checked on a yearly basis by a supervisor to ensure

they are in good working order.

,. Are all extenders assigned to the command accounted for? I ¡to
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(1) ls there adequate security for extender batteries and other supplies?

a. Are office machines in good condition and properly maintained?

M Yut

M Yes Ino

OFFICE EQUIPMENT

(1) ls the vendor complying with maintenance contract provisions? Ø Y". Eruo
(2) ls there a shortage or surplus of machines? f] Yes MNo

b. ls the Management lnformation System (MlS) used properly? M Yet Eruo
(1) Who is authorized to use the equipment? All cler.ical personnel.

(2) How is training provided, and by whom? Training is provided by Alea pelsonnel with knorvledge of the MlS.

(3) ls there a usage schedule for uniformed and nonuniformed personnel? E ves Mruo

(4) Are there controls in place to ensure confidentiality? M ves Euo
(5) Are all personnel aware of how to request repairs after normal business hours? M Y". nruo
(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? M Yet [] ¡lo

(7) What system is used to ensure proper routing of MIS information? Lieutenant reviervs and routes incorning MIS information.

c. Are personal computers used properly? M Yes X t¡o

(1) Who is authorized to use the equipment? All Area employees

(2) How is training provided, and by whom? Off,rcer Ceregalti is the cornputel/LAN coordinator and provides tlaining on an as

needed basis to Area pelsonnel.

(a) How many employees are trained in its use? All Area employees.

(3) Are there restrictions on the time its used? I Yes Mruo

(a) ls there a schedule for uniformed and nonuniformed employees? I Yes M r.¡o

(4) ls confìdential or sensitive information being stored on a pc hard drive? M v". Eruo
(a) lf so, is the PC password protected? M Yes E t'to

(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? MYes Iruo

(5) What is the PC being used for? Work related leports and electronic mail

(6) Are controls present to prevent inappropriate/personal use of the computer? M ves n ¡lo
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(7) Are backup procedures being pedormed on a regular basis? M Yes INo
(a) Where applicable, are backup disks stored in a secure area? M Yes INo

(8) Are PC manuals and other documentation available to all users? M Y". !ruo
(9) what procedures are in place to ensure out-of-date documents and fìles are purged? The LANiconrputer-coordinator

perioclically revietvs doculllents altcl files to enstìre Area has the rnost cut-î'el1t infonnation and older forrns are purged.

(10) Are employees aware of the availability of assistance in resolving computer related problems? M Yes Iruo
(l 1) ls anti-virus software regularly utilized on all state_owned pCs? M ves T No

8. PUBI-IC CONTACTS

a. Does the office have extended offìce hours?

CORRECTED

tr Y"t Mruo
(1) lf so, are they adequate and effective? ! Ye. nto

b. Are persons served promptly and courteously? M Yes fl ruo

(1) Are backup personnel immediately available? M Yes n tlo
(2) ls telephone service both efficient and effective? M ves Iruo
(3) Are limited duty personnel used for receptionist duties and answering telephones? M v"s Iruo
(4) Are ofücer substitutions for nonuniformed positions kept at a minimum? M Yes n ¡¡o

). SCHOOT BUS;DR|VER E)(AM|NAIIONS

a. ls school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned? School bus driver.testing is a function of special duty.

CORRÊCTED

(1) Are tests and test keys kept in a secure place? M Yes Eruo
(2) How are interested parties advised of testing procedures? Sponsorship through school district.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? M Yes n ¡lo

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? M Yes Eruo
(3) How are test disposed of? Shredded.

(4) ls there a specific date and time set aside for testing?

0i :iCOt Rri ! NFöRMÀrtöN,,pnOè_enUneS

a. ls there a systematic method of coordinating court appearance matters?

M Yes

CORRECTED

MYes tr ruo
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(1) What controls are in place to ensure officers appear in court? Area sLrpervisols conduct periodic checks on officels' court

appearances ancl docunrentation is made in the CIìp ll8 ìog.

(a) How are appearances minimized following cancellations? The subpoena clelk notifies the officel by phone if they are n ot

scheduled fol rvorl< prior to the court appealance ol by rvlitten notice rvhen they leturn to rvork, prior to the coufi appearance.

(b) How are "short notice" cancellafions minimized? As soon as the subpoena clerk is notified of a cancellation by the court,

the clerk rnakes tlotification to the offìcer to ntininrize "short notice" cancellations.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? M Yes INo

(3) Who is responsible for managing the process? S\jßtloAJA Li,¿P\i-

(a) Are court ollcers performing duties that could be handled by clerical personnel?

1 l. DEPARTMENTAL IIIANUALS

a. Are the number of authorized libraries being maintained?

E yes

CORRECTED

M Y"* !ruo
(1) Are the libraries convenient for those who must use them? M Y"s !ruo

(a) Whal controls are in place for "loaning" manuals to employees? All manuals are available to employees through the

online publications . No rnanuals are ,'loaned', out to employees.

(2) Are publications distinctively marked so they can be readily identified? M ves X ¡to

(a) Are the number of libraries excessive or sufficient? Sufficient.

(b) ls there a listing available of what shoutd be in each library? M Yes ENo
(3) Are publications kept up{o-date? M Y"t nruo
(4) Who files publication changes? Front desk officer.
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EVALUATED BY

J, I(EASTEIì

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box lf this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement, The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.
I'YPE OF EVALUATION

! Forrnal Evaluation [] lnformal Evaluation
SIJSPENSE DATÊ

FOLLOW-UP REQUIREL)

lYes Ø No

n Correction Report

BY

DATE

1. CLERICAL TASKS
EVATUATED

J. Jacobs

ACTIOI'l REOUIRED

Yes

CORREC-TED

Yes

a. ls the office well organized? EYes !No
(1) Are there written job descriptions? ØYes !No

(a) Does clerical staff have their job description at their desk? ØYes nNo

(b) Does clerical staff understand what is expected of them? ØYes nNo

(2) Are similar activities grouped together to promote efficiency? Ø Yes n ¡lo

(3) lf tape recorders are used, can clerical employees transcribe effectively? Ø Yes ! tlo

(4) ls the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? IYes nUo

(5) Can another clerical employee assume the duties of a clerical employee who is absent? Z Yes ! l.lo

b, ls the Office Services Supervisor (OSS) effective? I Yes n ¡lo

(1) Does he/she properly apply management philosophies and supervisory skills? ØYes n No

(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? Ø Yes ! I'lo

(b) ls the clerical supervisor an effective manager? [Yes n No

(2) Does the OSS identify employes with supervisory potential? flYes nNo

(a) Does he/she assist employees in the preparation of written plans for progressive career
development? EYes nruo

(b) Have special interests been identified and educational opportunities and/or depaftmental training
been afforded the employees? Ø Yes ! tlo

(c) Has the CHP 120, lndividual Development Plan for Future Job Performance of Permanent
Employee, been used to identify parlicular strengths of the employees? lYes Ø No

(3) Does the supervisor set a good example? @Yes D No

(a) Does he/she show a willingness to assist subordinate personnel? ØYes n ruo

(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? ØYes ! No

(4) lf there is more than one OSS, is the work and supervision evenly distributed? [Yes n ruo

(5) Does the OSS participate in Area staff meetings? [Yes n No
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2. FILING SYSTEM

a. ls the Area's filing system in compliance with departmental guidelines contained in HPG '1 1 .1 , Field Offìce
File Guide? nYes Ø No

b. Are other files, i.e., permanent fìles, enforcement document fìles, etc., maintained according to policy? ØYes []No

(1) How far back are accident reports being maintained? 4 yeats

(2) ls there a filing backlog? lYes ØNo

(3) ls there evidence of recent offìce review? pYes !No
(4) How are Management and All Commanders Memorandums fìled and purged? Tlre¡, 3¡'s giveu to thc Conlmander'. then the1, ale

louted accoldingl.v. Pr.n'ged pet' the Recol'cl lìelention Schecìu le.

(5) Are Training and lnformation Bulletins flled? ØYes n No

(a) lf so, how arethey located? In tìte Conrnranders office ancl in the hallrva¡, librar'¡,that is easil¡, accessible.

(6) Do all clerical employees understand the fìling system? ØYes n No

(7) Does the Area have an effective suspense system? ØYes n no

(a) Do all superuisors take advantage of the suspense system? ØYes n ruo

c. Are personnel lles properly secured and access limited? I Yes D ttlo

(1) Are the requirements of the lnformation Practices Act being followed? ØYes n No

(2) ls a periodic review done on a regular basis? EJ Yes D ¡lo

(a) lf so, how often? Quarterly

(3) ls annual employee review and updating conducted as required? ØYes f,No

(4) Are only required or permitted items contained in personnel folders? ElYes ! No

3. SECURITY OF CRIMINAL RECORDS

a, Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records?

CORRECTED

Ø Yes n ¡to

EVALUATED

J. I(easter'

(1) Has the Area designated a specifìc person to release criminal offender record information? ØYes nruo

(a) Do any other persons release this information? n Yes El l.lo

(b) Has the designated person completed the required training? ØYes nruo

(c) Are safeguards in place to verify telephone inquiries prior to disclosure? [Yes ! No

(2) Does each person that is designated to release information maintain a CHP 2638, Criminal Offender
Record lnformation Release Log? Ø Yes ! tlo

(a) Are entries maintained for the prescribed period of time? [Yes nNo

a. Have discrepancies on ihe most current audit reports been corrected? [Yes DNo
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(1) Are all change fund and collections handled and processed according to policy? IYes nruo

(a) Are counter receipts and DL45s, California Special Driver's Ceñificate, issued to the field
accounted for and safeguarded? ØYes nNo

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and fonvarded
to Fiscal Management Section? ElYes I No

(c) ls there a separation of duties between cashier responsibilities and lransmittal of collections? Z Yes E tto

(d) Are collections and change funds safeguarded? ØYes nNo

(e) Are checks promptly endorsed and cash receipts reconciled daily? EYes nruo

(Ð Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? ØYes nruo

(g) What specifìc guidelines are in place for security control and accountability? All iterns are in lockecl dlawels.

(h) ls a supervisor responsible for review of the system? [Yes nruo

(i) Do total collections agree with the total amount of counter receipts and DL45s issued? EYes INo

O Are counter receipts and transmittal records prepared properly? [Yes INo
(k) Are surprise counts of funds performed and documented by the commander or designee? ZYes nruo

(2) Are security and accountability procedures in place for the petty cash fund? ØYes nNo

(a) ls the petty cash fund used only for authorized purchases within the limited amount? IYes ENo

(b) Are valid authorizations on fìle? ØYes !No
(c) ls a Disbursement Voucher (Std, 439) completed and signed by the commander when the

receipt does not show the vendor name or item purchased? I Yes n ¡lo

(d) Are there adequate procedures to ensure purchases are properly authorized? ØYes INo
(e) Are surprise counts performed by someone not involved in handling the petty cash fund? E Yes n ¡lo

(3) Are X-Number services proper and within departmental and state policy? ØYes n No

(a) Are services procured over $4,999.99? EYes nruo

(b) ls the amount limit circumvented by splitting procurements? nYes ZlNo

(c) Are three prlce quotations obtained and documented on a CHP 78X, X-Number Request? Ø Yes ! tlo

(d) Do invoices itemize charges and reference X-Numbers? ØYes n No

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? I Yes n ¡lo

(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? ØYes nNo

(b) Are purchases within established policy? ØYes nruo

(c) Are three price quotations obtained and documented on a CHP 315X? E Yes fltlo
(d) ls the bank card log completed properly? [Yes n No
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? ØYes n No

(Ð ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? E] Yes n ruo

b. What controls does the commander have in place to ensure timely transmittals of monies? The transnrittal is ¡rrepat'ecl ancl signecl b¡'

the Clolrrmatrdet' evel'¡' Ft'ida¡' ¡11¡¡¡¡i¡1".

(l) Are collections sent to Fiscal Management Section at the flrst occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? ØYes n No

(2) Are monies received for DL45s, California Special Driver's Cerlificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? ØYes ENo

(3) Are "no collection" transmittals sent when appropriate? ØYes lNo
(4) Do tire sale transactions comply with policy? [Yes nNo

c. ls security of the postage machine adequate? EYes !No

(1) ls the machine locked when not in use? ØYes !No

(2) ls the meter reading documented as required? ØYes nNo

(3) ls there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? ZYes !No

s. SUPPLY REQUTSTïONS (CHP 41)

a. Are requisitions prepared properly?

CORRECTED

ØYes flNo

(1) Who prepares them? Office Assistant, Office Supen,isor'. and Auto Teclt,

(2) Has a practicalstock level been established and maintained? ØYes nNo

(3) ls there a system that notifìes the staff when the quarterly requisition is going to be prepared? ØYes DNo

(a) ls the quarterly requisition period for this command adhered to? Ø Yes D tlo

(b) . ls there a high number of emergency requisitions? lYes E No

b. Are items stored properly in a storeroom? ØYes !No

(1) ls there convenient access for regularly used items? ØYes nNo

(2) Have obsolete items been removed? ØYes ENo

6. SUPPLIES

a. Are all cameras assigned to the command accounted for?

CORRÊCTED

Øves X tto

EVALUATED

.1. I(eastel

(1) Are camera cases clean and do they contain the required accessories? E Yes ! tto

(2) ls camera maintenance assigned to a particular individual? ZYes !No

(a) What is his/her preventative maintenance schedule? Qualtell¡, ol as lreeded

b. Are all extenders assigned to the command accounted for? [Yes n No
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(1) ls there adequate security for extender batteries and other supplies? ZYes [] tlo

OFFICE EQUIPMENT
EVALUATED

.1. l(easter

a. Are offìce machines in good condition and properly maintained? ØYes nruo

(1) ls the vendor complying with maintenance contract provisions? [Yes n No

(2) ls there a shortage or surplus of machines? IYes Z tlo

b. ls the Management lnformation System (MlS) used properly? I Yes I tto

(1) Who is authorized to use the equipment? Office Supen,isor. Sel'geants and Office Assistant.

(2) How is training provided, and by whom? B),the Office Supelvisor', Sergeants ancl othel olÏce pelsoturel rvho have been trained

b),the vendol on pl'opel operation

(3) ls there a usage schedule for uniformed and nonuniformed personnel? n Yes Ø t'lo

(4) Are there controls in place to ensure confìdentiality? [Yes nruo

(5) Are all personnel aware of how to request repairs after normal business hours? I Yes [] tlo

(6) ls the MIS used to send messages to other offlces in lieu of formal memorandums? ØYes INo
(7) What system is used to ensure proper routing of MIS information? Monitored by the SLrpervisors.

c. Are personal computers used properly? ØYes nruo

(1) Who is authorized to use the equipment? CHP ernployees rvho have been pro¡rer'ly tl'ained, and have a ueed to use them.

(2) How is training provided, and by whom? Officel.Thonla. Lan co-ol'dinator trains all CHP employees in need of training.

(a) How many employees are trained in its use? 30

(3) Are there restrictions on the time its used? n Yes E tto

(a) ls there a schedule for uniformed and nonuniformed employees? nYes El No

(4) ls confidential or sensitive information being stored on a PC hard drive? ElYes ! No

(a) lf so, is the PC password protected? ØYes n No

(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? I Yes E t¡o

(5) What is the PC being used for? Routine duties r.equir.ed for Departnrental operation.

(6) Are controls present to prevent inappropriate/personal use of the computer? E] Yes D t'to
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(7) Are backup procedures being performed on a regular basis? ØYes []No

(a) ffiere applicable, are backup disks stored in a secure area? Ø Yes E t¡o

(8) Are PC manuals and other documentation available io all users? Ø Yes E tto

(9) What procedures are in place to ensure outof-date documents and fìles are purged? Al'ea consistentl), checkq thc levision clates

antl pulges rvhen rrecessar'¡,.

(10) Are employees aware of the availability of assistance in resolving computer related problems? ØYes nNo

('1 1) ls anti-virus software regularly utilized on all state-owned PCs? @ Yes fl tlo

8. PUBLIC CONTACTS

a. Does the offìce have extended office hours?

CORRECTED

nYes Eruo

(1) lf so, are they adequate and effective? !Yes nNo

b. Are persons served promptly and courteously? IYes nNo

(1) Are backup personnel immediately available? ØYes ENo

(2) ls telephone service both efficient and effective? @Yes INo
(3) Are limited duty personnel used for receptionist duties and answering telephones? ØYes n no

(4) Are ofücer substitutions for nonuniformed positions kept at a minimum? ØYes !No
CORRECTED

9. SCI-IOOL BUS DRIVER EXAMINATIONS

a. ls school bus driver testing a special duty or a clerical function, or is a full-tìme school bus coordinator
assigned? Speciaì Dut¡,,

EVALUATED

J. I(easter'

(1) Are tests and test keys kept in a secure place? [Yes INo
(2) How are interested parties advised of testing procedures? The school bus Officer makes his own appointntents with school

supervlsol's,

(a) Are exams graded in the presence of the applicant, and missed questions discussed? ZYes E No

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? ØYes INo
(3) How are test disposed of? Cross shreclded.

(4) ls there a specifìc date and time set aside for testing? ! Yes Z l.lo

10. COURT INFORMATION PROCEDURES

a. ls there a systematic method of coordinating court appearance matters?

CORRECTED

[Yes ENo

^uo 
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(1) Whatcontrolsareinplacetoensureoffìcersappearincourt? Supervisorsrnonitot'sr.rb¡roenasandchecl<41.5'stoellsut'e

atteudance, r'egulal cout't visits b1,Set'geants dut'itrg testimon¡,, ancì a Coult calendal'is posted in the bliefing l'oonl advising

Officels ol'court clates and times.

(a) How are appearances minimized following cancellations? If the Officel is wolliing, a call off is ¡llacecì in his ofÏce mail box.

lf the OlTicer is no1 wolking, a phone call is nlacle to his lesiclence.

(b) How are "short notice" cancellations minimized? TIte Officel is notified as soou as the cor¡r't notifies the Al'ea off ice. lf the

Area sees all increasc in short uotice cancellations, then a lleeting is scheduìed u,ith tlre Distl'ict Attol'nev to resolve the issue.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? ØYes nNo

(3) Wto is responsible for managing the process? Office SLrpelvisor'.

(a) Are court officers performing duties that could be handled by clerical personnel? EYes nruo

1 1. DEPARTMENTAL MANUALS

a. Are the number of authorized libraries being maintained?

CORRECTED

ØYes !No
(1) Are the libraries convenient for those who must use them? Ø Yes ! tto

(a) What controls are in place for "loaning" manuals to employees? A sign out card.

(2) Are publications distinctively marked so they can be readily identified? Ø Yes [] tlo
(a) Are the number of libraries excessive or sufficient?

(b) ls there a listing available of what should be in each library? flYes !No
(3) Are publications kept up{o-date? ØYes ENo

(4) Who fìles publication changes? T|e Cornmander files his own aftel reading them, Selgeants ale responsible fol the secondary

l iblar ¡,.

# l 0 CoLrn Inforuration Procedules,

(3) (A) Clerical personnel could plocess tlre subpoenas fol'clistlibution and nraintain the subpoetta log, howevel , cttrt'etltl¡' the cout't and

subpoena Ofl'lcers co-ol'clinate and tlack tlre subpoenas.

Destroy Previous Editions
c453e506.pdf
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SUBJECT: AREA MANAGEMENT EVALUATION OFFICE MANAGtrMENT
.SECTIONS

2, F]LING SYSTEM

DATE: 12112/2008

COMMENTS

The fot'nral audit that tvas plef'ormed in Nor,/Dec, 2008, notecl tlìat Alea did not have a At'ea's file

de inplace. T'heOfficesupelt,isorisinthepl'ocessol'creatingthefilesfolthe 2009ycar. The

Area frling guidc will lre iurplelrrented at that tinre.

Destroy Previous Editions



NUMEER

462

P. McSI-lEEl-l\', OSSI

DATE

t2130/2008

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this

form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer

individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information

can be placed on the CHP 454, Area Management Evaluation Supplement, The Supplement should include significantfindings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplemenl can be handwritten if desired.

TYPE OT EVALUAfIOI'I

@Formal Evaluation ! lnformal Evaluation

STATE OF CALIFORNIÁ

OEPARIMENT OF CALIFORNIA HIGHWAY PATROT

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
Cl-lP 4538 (Rev. 5'06) OPI 009

FOLLOW-UP REQUIRED

nYes Ø No

1. CEERICALI;ÍASKS

a, ls the office well organized?

SUSPENSE DATE

COMMANDER'S REVIEW

12t30t2008

CORRECTED

E Yes E t',lo

! Correction Report

BY

(1) Are there written job descriptions? Ø Yes n ¡lo

(a) Does clerical staff have their job description at their desk? ZYes nruo

(b) Does clerical staff understand what is expected of them? Z Yes fJt'lo

(2) Are similar activities grouped together to promote elficiency? ØYes !No

(3) lf tape recorders are used, can clerical employees transcribe effectively? Z Yes ! tlo

(4) ls the clerical staff knowledgeable in the use of personal computers, filing requirements, information

security, etc.? IYes !No

(5) Can another clerical employee asstlme the duties of a clerical employee who is absent? IYes nXo

b. ls the Office Services Supervisor (OSS) effective? ØYes n ruo

(1) Does he/she properly apply management philosophies and supervisory skills? Ø Yes ! t'to

(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? ØYes nNo

(b) ls the clerical supervisor an effective manager? EJYes n ¡lo

(2) Does the OSS identify employes with supervisory potential? ØYes !No

(a) Does he/she assist employees in the preparation of written plans for progressive career

development? Ø Yes ! tlo

(b) Have special interests been identified and educational opportunities and/or depadmental training

been afforded the emPloYees? ØYes nruo

(c) Has the CllP l2O,lndividual Development Plan for Future Job Pelormance of Permanenl

Employee, been used to identify particttlar strengths of the employees? ØYes nruo

(3) Does the supervisor sel a good example? Ø Yes ! tto

(a) Does he/she show a willingness to assist subordinate personnel? EJ Yes n No

(b) Does he/she know when to act, when to delegate, and when 1o refer to a supervlsor? ØYes nNo

(5) Does the OSS participate in Area staff meetings?

'/ø
@ Yes n I'lo

lf there is more than one oss, is the work and supervision evenly distributed? D Yes n ¡lo
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REOUIRED

2, FILING.SYSTEM NONE

a. ls the Area's filing system in compliance with departmenlal guidellnes contained in HPG l l l, Field Offtce

File Guide?

ÊVALUATED

t2/3012008

CORRECTED

MYes n ruo

b, Are other files, i,e., permanent files, enforcement document files, etc., maintained according to policy? E Yes n ¡lo

(1) How far back are accident reports being maintained? 4 YE,AIIS ROTATING

(2) ls there a fìling backlog? ! Yes Z tlo

(3) ls there evidence oI recent office review? Ø Yes n ¡lo

(4) ltow are Management and All Commanders Memorandums filed and purged? Sgts,, Lt., & OSSJ file respectively ancl ptrlge u'lten

the All Conuuanclet's Metltos becorne policy

(5) Are Training and lnformation Bulletins filed? ØYes n No

(a) lfso, howaretheylocated? By date in a bindel located ilr theCle¡ical area.

(6) Do all clerical employees understand the filing system? ØYes []No

(7) Does the Area have an effective suspense system? ØVes nNo

(a) Do all supervisors take advantage of the suspense system? flYes Ø No

c. Are personnel fìles properly secured and access limited? ØYes DNo

(1) Are the requirements of the lnformation Practices Act being followed? Ø Yes INo

(2) ls a periodic review done on a regular basis? ZYes n ruo

(a) lf so, how often? At the tine of annual tevietv

(3) ls annual employee review and updating conducted as required? ØYes n No

(4) Are only required or permitted items contained in personnel folders? ØYes I No

, ' . : i'

3, SEC-URITY OF.CRIMINAL1REC:ORDS

a. Have employees who have access to criminal offender record information signed an acknowledgment

stating they understand the regulations and policies pertaining to these records?

CORRECTED

ØYes !No

(1) Has the Area designated a specific person lo release criminal offender record information? ØYes n No

(a) Do any other persons release this information? nYes E No

(b) Has the designated person completed the required training? Z Yes n ¡lo

(c) Are safeguards in place to verify telephone inquiries prior to disclosure? MYes !No

(2) Does each person that is designated to release information maintain a CHP 2638 Criminal Offender

Record lnformalion Release Log? ! Yes Ø t'lo

(a) Are entries maintained for the prescribed period of time? ØYes nruo

4, FISCAL'PROCEDURES

a. Have discrepancíes on the most current audil reports been corrected?

CORRECTED

ñ^^r'^,, Dr^',ì^r rc trr{ilinnc

ØYes n No
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(1 ) Are all change funcl and collections handled and processed according to policy? [JYes E tlo

(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the fteld

accounted for and safeguarded? Z Yes E I'to

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded

to Fiscal Managemenl Seclion? n Yes Z tlo

(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? EJYes n ¡¡o

(d) Are collections and change funds safeguarded? Ø Yes n ¡lo

(e) Are checks promptly endorsed and cash receipts reconciled daily? ØYes !No

(0 Are counter receipts and DL45s that are issued in sequence accounted for and returned

to Fiscal Management Section upon completion? fl Yes Ø No

(g) What specific guidelines are in place for security control and accountability? Fiscal itenrs are secured ttlrder lock arrd ke¡,.

(h) ls a supervlsor responsible for review of the system? Z Yes n ¡lo

(i) Do total collections agree with the total amount of counter receipts and DL45s issued? ØYes nNo

ü) Are counter receipts and transmittal records prepared properly? Z Yes ! tlo

(k) Are surprise counts of funds performed and documented by the commander or designee? Ø Yes D t'¡o

(2) Are securily and accountability procedures in place for the petty cash fund? ØYes ! No

(a) ls the petty cash fund used only for authorized purchases withìn the limited amount? ØYes nruo

(b) Are valid authorizations on fìle? E Yes [] t',lo

(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander when the

receipt does not show the vendor name or item purchased? n Yes [] t'lo

(d) Are there adequate procedures to ensure purchases are properly authorized? ØYes !No

(e) Are surprise counts pedormed by someone not involved in handling the petty cash fund? Ø Yes n ¡¡o

(3) Are X-Number services proper and within departmental and state policy? Ø Yes n ¡'lo

(a) Are services procured over $4,999.99? nYes ENo

(b) ls the amount limil circumvented by splitting procurements? !Yes ØNo

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? n Yes Ø t'to

(d) Do invoices itemize charges and reference X'Numbers? ØYes nNo

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? ØYes nruo

(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? ØYes ! No

(b) Are purchases within established policy? ØYes ! No

(c) Are three price quotalions obtained and documented on a ÇHP 315X? flYes Ø No

(d) ls the barrk card log compleled properly? Z Yes n t'lo
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(e) Are invorces and CHP 317, CAL-Card Log, reviewed by a supervisor? Ø Yes n ¡lo

(f) ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? fl Yes E No

b. What controls does the commander have in place to ensure timely transmittals of monies? Colnnra¡ldel pulchases lhe nrone¡, oldel on a

weelcl¡, l¡asis and signs thc lr'Íìnsnritlals rvhen the¡, are conrpletcd,

(1) Arecollectionssent toFiscal Management Sectionat thefirstoccurrenceof$1,000incashand
$10,000 total collections, or at the close of business each Thursday? E Yes n ¡lo

(2) Are monies received for DL45s, California Special Drivefs Certificate, assel forfeiture, reimbursables,
evidence, etc., handled approprialely by coordinating transmittal with the Area cashier? IYes nNo

(3) Are "no collection" transmittals sent when appropriate? Ø Yes ! tlo

(4) Do tlre sale transactions comply with policy? ØYes nruo

c. ls security of the postage machine adequate? ØYes ! No

(1) ls the machine looked when not in use? EYes ! No

(2) ls the meter reading documented as required? ,J/a !Yes ! No

(3) ls there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? 7r/ /n n Yes fJ¡'lo

CORRECTED

EYes nruo

s uppL.Y, REQ UIS lÏl ONS' (CHP.'44)

a. Are requisitions prepared properly?

(1) Who prepares them? OSSI

(2) Has a praclical stock level been established and maintained? ElYes n ¡lo

(3) ls there a system that notifies the staff when the quarterly requisition is going to be prepared? ZYes nno

(a) ls the quarterly requisition period for this command adhered to? Ø Yes ! tlo

(b) ls there a high number of emergency requisitions? X Yes Ø tlo

þ. Are items stored properly in a storeroom? Ø Yes n ¡lo

(1) ls there convenient access for regularly used items? ZYes nno

(2) Have obsolete items been removed? n Yes Ø Itto

6, SUPPLIES

a. Are all cameras assigned to the command accounted for?

CORRECTED

Z Yes E t'lo

(1) Are camera cases clean and do they contain the required accessories? ZYes ! No

(2) ls camera maintenance assigned to a particular individual? ØYes !No
(a) What is his/her preventative maintenance schedule? \\/hen requilecl

b Are all extenders assigned to the command accounted for? ZYes n ruo
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(1) ls there adequale security for exiender batteries and other supplies? Ø Yes fl tlo

7. OFFICE EQUIPMENT

a. Are office machines in good condilion and properly maintained?

CoRRECTÊD

IYes DNo

(1) ls the vendor complying with maintenance contract provisions? Z Yes n ¡lo

(2) ls there a shorlage or surplus of machines? n Yes E tlo

b. ls the Management lnformation Syslem (MlS) used properly? @Yes n No

(1) Who is aulhorized to use the equipment? All enrployees

(2) How is training provided, and by whom? LAN Coorclinator

(3) ls there a usage schedule for uniformed and nonuniformed personnel? ,4 /ø DYes n ruo

(4) Are there controls in place to ensure confidentiality? Ø Yes n tlo

(5) Are all personnel aware ol how to request repairs after normal business hours? [] Yes Z l,¡o

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? ØYes ! ruo

(7) What system is used to ensure propel routing of MIS information? E-rnail

c. Are personal computers used properly? I Yes n ¡to

(1) Who is authorized to use the equipment? All ernplo),ees

(2) How is training provided, and by whom? LAN Cooldinator'

(a) How many employees are trained in its use? All em¡rloyees

(3) Are there restrictions on the time its tlsed? n Yes ENo

(a) ls there a schedule for uniformed and nonuniformed employees? ! Yes Ø tt¡o

(4) ls confidential or sensitive information being stored on a PC hard drive? ! Yes Ø tto

(a) lf so, is the PC password protected? ØYes !No

(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? EYes !No

(5) Whal is the PC being used for? All dail¡, \,6¡¡

(6) Are controls present to prevent inappropriate/personal use of the computer? @ Yes ! tto
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(7) Are backup procedures being performed on a regular basis? EJYes [] No

(a) Where applicable, are backLtp disks stored in a secure area? ØYes n No

(8) Are PC manuals and other documentation available to all users? !Yes Z tlo

(g) Whatprocedures are in place to ensure out-of-date documents and files are purged? OSSI teview,s attd ptrtges apploxinrately

cver¡, six ¡lronths

(,1 0) Are employees aware of the availability of assistance in resolving computer related problems? ØYes n ruo

(11) ls anti-virus software regularly utilized on all state-owned PCs? ØYes D t'lo

8, PUBLIC CONTACTS

a. Does the office have extended office hours?

EVALUAfED

12/3012008

CONRECTED

! Yes E] t'to

(1) lf so, are they adequate and effective? nYes !No

b. Are persons served promptly and courteously? Ø Yes n ¡lo

(1) Are backup personnel immediately available? ZYes nNo

(2) ls telephone service both efficient and effective? Ø Yes [] tlo

(3) Are limited duty personnel used for receptionist duties and answering telephones? Z Yes ! t¡o

(4) Are officer substitutions for nonuniformed positions kept at a minimum? E Yes n ¡lo

CORRECTED

9. SCHOOL;BUS:DRIVERJEX.AMINATIONS

a. ls school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator

assigned? Special Duty

(1) Are lests and test keys kept in a secure place? ØYes n No

(2) How are interested parties advised of testing procedures? Plopet chauttels fol schools arld chLrrches

(a) Are exams graded in the presence of the applicant, and missed questions discussed? Z Yes ! tto

(b) Does the officer or coordinalor take possession of the test and dispose of accordingly? ZYes n No

(3) How are test disposed of? Shreclded

(4) ls there a specific date and time set aside for testing? ! Yes Ø t'io

,10. COURT INFORMATION PROCEDURES
EVALUATED

t2/3012008

a. ls there a systematic method of coordinating court appearance matters? flYes n No
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(1) What controls are in place lo ensure officers appeæ in court? Looal cor¡rts aclvise Alea iloflìcers ate nol ill atlellclancc.

(a) How are appearances minimized following cancellations? Oflicels are lrotilied b¡,carrcellation rlotice ilon rlLtty, phorrc calls

ale nrade ilon days ol'1,

(b) How are "short notice" cancellations minimized? Cancellalion nolices ancl phone calls,

(2) Are CHP 90s, Reporl of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? ElYes nruo

(3) Who is responsible for managing the process? Subpoena Clerk

(a) Are court officers performing duties that could be handled by clerical personnel? ! Yes Ø tlo

a, Are the numbet of authorized libraries being maintained? Ø Yes n ¡lo

(1) Are the libraries convenienl for those who must use them? ØYes ! tlo

(a) Whal controls are in place for "loaning" manuals to employees? Enrployees carl recFrest and sign oul rnanuals fronl tlie OSSI

ilnot available through the intrarrel

(2) Are publications distinctively marked so they can be readily identified? E Yes ! tlo

(a) Are the number of libraries excessive or sufficient? Sufficienl

(þ) ls there a listing available of whal should be in each library? nYes Ø ruo

(3) Are publications kepl up-to-date? ElYes ! t'lo

(a) Who files publication changes? Sgt., Lt,, or Clerical persotrnel, depelding on where tìre liblarf is.



BUI"IONWILLOW AREA 426

Chapter 5 Inspection
12/3012008

3. Secur'.ity of Criminal Recolds

(2) D,O,J, no longer require^s a log to be lcept, plovided tlie oflìcer who is running t'he

giminal history has enterecl all the applopriate infornration on tlie MIS screen'

4, Fiscal Ploceclures

(l) (b) Fiscal Management Sestion no longer requires the DL45 be forwarded to them.

(l) (Ð The yellow cop)/ of the countel receipt is sent in the transmittal weelcly. The

DL45's are no longer required.

(Z) (c) Std, 439 is no longer used,

(3) (c) Price quotations are obtained when applicable. The Area is so remote that this

procedure is not always possible,

5, Supply Requisitions (CFiP 41)

b (2) Obsolete items are in tlie pl'ocess of being pulged.

9, School Bus Driver Exarninations

(4) Specific date and time is set on an as needed basis, School Distlicts and churches are

linrited in this area,
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EVALUATED BY

LORIE BERGER

NUMBER

430
OATE

t0/30/2008

INSTRUCTIONS: lndicate iterns reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comrnents are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement The Supplement should include significant findings,
accomplishmentsorcorrective actions, unresolved items, problems orprogress, and the evaluator'soverall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

Ø Formal Evaluation I lnformal Evaluation
SUSPENSE DATE

FOLLOW.UP REOUIRED

! Yes ø No

! Correction Report

BY

COIvIMANDER'S

Lr
DATE

t)-q8
EVAL UATED

10t30t2008

ACTION REOUIRED CORRECTED

a. ls the offìce well organized? M yrt Druo

(1) Are there written job descriptions? M Y"t nruo

(a) Does clerical stafl have their job description at their desk? M v". Iruo
(b) Does clericalstaff understand what is expected of them? M Yes Iruo

(2) Are similar activities grouped logether to promote efficiency? M Yes nruo

(3) lf tape recorders are used, can clerical employees transcribe effeclively? M yes f t'lo

(4) ls the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? M Y"t Iruo

(5) Can anofher clerical employee assume the duties of a clerical ernployee who is absent? M Yet !ruo
b. ls the Office Services Supervisor (OSS) effective? M Yes Eruo

(1) Does he/she properly apply rnanagernent philosophies and supervisory skills? M Yes ! ¡lo

(a) Does he/she have the aulhority and backing necessary to effectively supervise subordinates? M Yet Iruo
(b) ls lhe clerical supervisor an effective manager? M ves !ruo

(2) Does the OSS identify employes with supervisory potential? M ves Druo

(a) Does he/she assist employees in the preparation of written plans for progressive career
developrnent? -Þr,ç,^.. \Éor-t* vÊvte-¿ M Yes Iruo

(c) Has the CHP l20,lndividual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? M yus f Uo

(3) Does the supervisor set a good exarnple? MYes nruo

(a) Does he/she show a willingness to assisl subordinale personnel? M Y"s ! trto

(b) Does he/she know when lo act, when to delegate, and when to refer to a supervjsor? M Y"t []ruo

(4) lf there ismore than one OSS, is thework and supervision evenly distributed? VJ Y"* Eruo

CHP 453Ê (Rsv 5-06) Page 1 Destroy Previous Editions

M Yes

c453e506 frp

(5) Does the OSS padicipate in Area staff meetings? Eruo
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2. FILING SYSTEM
corìrìÉ:ct t:iD

File Guide?tet Gr er..lg !-cl-\ [ , \ eS ù,, ec,É.e d M Yes nruoe !-cl-\ eì t e-s ù,, ec,Ée d
b. Are otherfiles, i.e., permanent files, enforcernent documentfiles, etc., maintained according to policy? M Yes !no

/o /to /z-oø
a. ls the Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office

(1) How far back are accident reports being maintained? r{ \ Èti rr-5
(2) ls there a filing backlog? E Yes Mruo

(3) ls there evidence of recent office review? lÈru A ,^d,'l C, t g M Yet I ¡lo

(4) How are Management and All Commanders Mernorandurns filed and purged? F'II,T'.D BY N L]i\4I] EII

AND PURC;.ED B}: CJOMMANDI'ìì

(5) Are Training and lnformation Bulletins filed? M Yet I ¡to

(a) lf so, how are they located? BRIEFI}iG ROOìVI

(6) Do all clerical employees understand the filing system? M Yes ! ¡¡o

(7) Does the Area have an effective suspense system? M Yes !ruo
(a) Do all superuisors take advantage of the suspense system'/ Lh ec-lLec\ cV ev-\l d oy M ve' D ruo 

_
c. l\re personnei files properly secured and access limited? M Yes fl ruo

('l ) Are the requírements of the lnformation Practices Act being followed? M ves fl No

q_,:jljï¡lh review done on a regular basis? i3 :¡ 0 ({ì . . ,-
. (a) lf so, howoften? Gvr....rl g¡-\ *¡

E ll l'.¡ M Yes trruo

(3) ls annual employee review and updating conducted as required? M Yes Eruo

(4) Are only required or permitted items contaìned in personnel folders? M yes nruo

SECURITY OF CRIMINAL RECORDS
E"/ALUATED

r 0i30i2008

a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? M ves [] ruo

(1) Has the Area designated a specífic person to release criminal offender record information? O li f . lí l,lrl M Yet []lo

nY*r Mruu(a) Do any other persons release this information?

(b) Has the designated person cornpleted the required training? MYu. Druo

(c) Are safeguards in place to verify telephone inquiries prior to disclosure? 
lt\O,ff e -[,alle,.t þ{ M yes I ruo

a cHP 2038. criminutoiruno.Fh:i-M l-(2) Does each person ihat is designated to release information maintain a CHP 2638, Criminal Offenderr n u-Y\¿'

Record lnformation Release Lcg? Mves Druo

(a) Are entries maintained for the prescribed period of time? MYes Iruo

CHP.l53E (Rev. 5-06) Page2 Destroy Previous Editions
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fl ves
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4. FISCAL PROCEDURES

Have discrepancies on the most current audit reports been corrected?

c0rìRÊ:cr tit)

nruo
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(1) Are all change fund and collections handled and processed according to policy? M ves nruo

(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? É e O \ t{ \ t¡ c\¿ec\ \ ,O dLt r- M yes nruo

(b) Are "voided" or "no fee" DL45s marked as such, signed by the comrnander, and forwarded
to Fiscal Management Section? M Yes nruo

(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? M yes Ino
(d) Are coilections and change funds safeguarded? \ U C\l.e c\ jVcrw. e r- M yes nruo

(e) Are checks promptly endorsed and cash receipts reconciled daíly? M yes !ruo
(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned

to Fiscal Management Section upon completion? M Yes Iruo
(g) What specific guidelines are in place for security control and accountability? 

^LL 
IvIONEY IS LOCATED

IN LOC]KìJD D[ìAWËI].S A'I' AI.I.- TÍMF]S. QU,4I.IT'EIìI,Y ALIDIT'S ARÈ] CHECK ]]}: SFìIìCìEANTS.

(h) ls a supervisor responsible for review of the system? M yes !ru0
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? M yes []uo

O Are counter receipts and transrnittal records prepared properly? M Yes nruo

(k) Are surprise counts of funds pelormed and docurnented by the commander or designee? M Yes nruo

(2) Are security and accountability procedures in place for the petty cash fund? M ves Xruo

(a) ls the petty cash fund used only for authorized purchases within the limited amount? M Yes nruo

(b) Are valid authorizations on fíle? M yes nuo
(c) ls a Disbursement Voucher (Std, 439) completed and signed by the commander when the

receipt does not show the vendor name or item purchased? M Yes nruo

(d) Are there adequate procedures to ensure purchases are properly authorized? M v"s n ¡¡o

(e) Are surprise counts pedormed by someone not involved in handling the petty cash fund? M yes E tto

(3) Are X-Number services proper and within departmental and state policy? M Yus Iruo
(a) Are services procured over $4,999.99? I Y"t Mto
(b) ls the amount limit circumvented by splitting procurements? I Yet Mruo

(c) Are three price quotations obtained and documented on a CHP 78X, X-Nurnber Request? fl vet M ¡lo

(d) Do invoices itemize charges and reference X-Numbers? Ø ves !ru0
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? M yes Eruo

(a) Are cardholders familiarwith the bank card process, including prohibited and restricted items? M Yet Iruo
(b) Are purchases within established policy? M Yu. trruo

reepricequotationsobtainedanddocumentedonaCHP3l5X? -rl[\C..\\ ßÅ.:tttV(!.1 Myer Iruo(c) ArethreepricequotationsobtainedanddocumentedonaCHP3l5X? z.rr\r, ll i2-rrz=r ttr¡r¿..1, M Yes I ruo

(d) ls the bank card log completed properly? M v"s n ¡¡o

CHP 453E (Rev.5-06) Pâge 3 c453e50ô frpDestroy Previous Ed¡tions
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(e) Are invoices and Cl-lP 317, CAL-Card Log, reviewed by a superuisor? M Yes nruo

(f) ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? M yes D No

b, What controls does the commander have in place to ensure tirnely transmittals of monies? A[.IDJ.I]S ARIj DONÊ BY

SERGEANTS A\,D A IVIEMO I S DONE AN'D }IAS REQUIRED SICJNÁT'IIRE BY TI-IE COJVIMANDER.

(1) Are collections sent to Fiscal Management Section at the fìrst occurrence of $1 ,000 in cash and
$10,000 total collections, or at the close of business each Thursday? M yes nruo

(2) Are rnonies received for DL45s, California Special Driver's Certificate, asset foffeiture, reimbursables,
evidence, etc., handled appropriately by coordinatirrg transmittal with the Area cashier? M yes n ruo

(3) Are "no collection" transmittals sent when appropriate? M ves Iruo
(4) Do tire sale transactions conlply with policy? M Yes nruo

ls security of the postage machine adequate'/ Ka -,g i Oc-ltec[1¿ -rs ioc-l¿ecl u- P ac{ ru rf l.r t- M Yes_tl-__--
(1) ts the machine tocked when not in use? i^U CiL¿.t e CL\. \ t t vv.r ¿ S

Eruo

n Yes Iruo
(2) ls the meter reading documented as required? N/l'ì f--.1 yes M t'to

(3) ls there documentation of monies refunded or fon¡ilarded to Fiscal Management Section when the
postage machine is being repaired or replaced? vi4 n yes Bno

5. SUPPLY REQUTSTïONS (CHP 41)

a. Are requisitíons prepared properly?

CORRECTED

M Yes [] ¡lo

(1) Who prepares them? AUTO'ïBCl{. DODS I-flS OWN ANI) TIIIÌ OSS I PIìIìPARBS 'IIIE RI]NIAINING

(2) Has a practical stock level been established and maintained? M Y"s [Jruo

(3) ls there a system that notifies the staff when the quarterly requisition is going to be prepared? M Yus nno
(a) ls the quarterly requisition period for this command adhered to? M Y"s nno
(b) ls there a high nurnber of emergency requisitions? ña¡r<- n Yus Mruo

b. Are items stored properly in a storeroom? M Yes Iruo
(i) tsthereconvenientaccessforregutartyuseditems?l{apì, //r.-l ùlef ,C,,-l Oft.r.e M Y"t nruo

(2) Have obsolete items been removed?

a. Are all cameras assigned to the cornmand accounted for? LA C-t¿g.i

M Yes Iruo

(1) Are camera oases clean and do they contain the required accessories? MJ Yes nruo

(2) ls camera maintenance assigned to a particular individual? O ( (, C * . (=, ft \

(a) What is his/her preventative maintenance schedule? CLE,,\NED YEARLY

Yes

CHP 453E (Rev. 5-06) Page 4 Destroy Previous Editions
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(1) ls there adequate security for extender bafleries and other supplies? t1t 5 \ e,lu p c\ * cl (t-r.ç- M Yes ! trto

7. OFFICE EQUIPMENT
EVALUATED

10/30i200rì

M Yes nruo

CORRECTED

a. Are office machines in good condition and properly maintained?

(1) ls the vendor complying with maintenance contract provisions? M ves trruo

(2) ls there a shortage or surplus of machines? M Y". Iruo
b. ls the Managernent lnformation System (MlS) used properly? M Yes nruo

(1) Who is authorized to use the equipment? CIIìRICAL STAIîF AND SPIlClAl.. DtJlfY PìÌRSONNUÌ.,

(2) How is training provided, and by whom? OSS I PROVIDES TRÁINING ALONG WITH OT'FICER SOLIZ

AS I\EEDhll) AND I{HQLJIIìED

(3) ls there a usage schedule for uniformed and nonuníformed personnel? E Yes Mruo

(4) Are there controls in place to ensure confidentiality? M y". Iruo
(5) Are all personnel aware of how to request repaírs after norrnal business hours? Ml v"s trru0

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? fJ ves Mruo

(71 What system is used to ensure proper routing of MIS information? CFIECKED HOIJRLY BY OFFlfiE ÀS|jIS-IANI

c. Are personal computers used properly? M Yes Iruo
(1) Who is authorized to use the equipment? ALL P IìRSONT\-I:L ASS]GN[Ð'f'O ARIìA

(2) How is training provided, and by whom? .¡\REÄ L^N PERSONI'iEL PROVIDES TRAIN-INCi

WHEN NEEDED. OUTSERVICE IS ALSO AV¡.IL.ABLË WHEN NEEDED.

(a) How many employees are trained in its use? Al,l,

(3) Are there restrictions on the lime its used? fl Yet Mruo

(a) ls there a schedule for unifonred and nonuniformed ernployees? fl Yet Mruo

(4) ls confidential or sensitive information being stored on a PC hard drive? I Y"t Mruo

(a) lf so, is the PC password protected? M Y"s Iruo
(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? M Y"s !ru0
(5) What is the PC being used for? rrN'f lllLìS IN'I'O \4lS ËOR CrllAl'lON,]'lMF KHr,l)lNC, AIìhA COIlllHSPO|.iDF)NCË

¡\ ND jVIIS C 11 t,l.A NIiO t.,: S COlìl{I;i S P ON D l-1ll\ CLl

lHP453E (Rev 5-06) Page 5 Destroy Previous Editions
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(6) Are controls present to prevent irrappropríate/personal use of the cornputer? I ¡lo
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(7) Are backup procedures being performed on a regular basis? Li;l e-e \¿[ M Yes trruo

(a) whereapplicable,arebackupdisksstoredinasecurearea? f;{crt"c{ o(i -,-,r,'\.€. Mves nruo

(8) Are PC manuals and other documentation available to all users? M ves Druo

(9) What procedures are in place to ensure outof-date documents and files are purged? EMAIL PIIRGED EVERY 90 D^yS

BY HEÁDQUARTERS.

(10) Are employees aware of the availability of assistance in resolving computer related problems? M ves !ru'
(11)lsanti-virussoftwareregulartyutilizedonattstate-ownedpcs? truslc,-t\e¿\ l^l a-tI P la! M yes Druo

8. PUBLIC CONTACTS
EVALUATED

)0130/2008

a. Does the office have extended office hours? f ves Mruo

(1) lf so, are they adequate and effective? Nlû !ves nruo

b, Are persons seryed promptly and courteously? M yus Duo
(1) Are backup personnel immediately available? M Y"s []ruo

(2) ls telephone service both efficient and effective? M yes nruo

(3) Are limited duty personnel used for receptionist duties and answering telephones? M Yes nruo

(4) Are officer substitutions for nonuniformed positions kept at a minimum?

9. SCHOOL BUS DRIVER EXAMINATIONS
ACIION REQUIRED

a. ls school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assígned? SPDCI¡\L Dt j'f'l' Ol¡Ft0ìlì - /VIATìK IìIILY

M ves Eruo
CORRE(;TEOGV/TLUÂTED

10r'3012008

(1) Are tests and test keys kept in a secure place? M vu. []ruo

(2) How are interested parties advised of testing procedures? ARE.A SC]HOOLS AND C]I]T/RCFIES REFERTHE PARTIES.

(a) Are exarns graded in the presence of the applicant, and missed questions discussed? M yes trruo
(b) Does the officer or coordinator take possession of the test and dispose of accordingly? M yet nruo

(3) How are test disposed of? ALL OLD TEST,S ¡\RE SI{IìIDDED

(4) ls there a specific date and time set aside for testing? M Yes fJ ruo

10, COURT INFORMATION PROCEDURES

a. ls there a systematic method of coordinating courl appearance matters?

EVALUATED

r 0i-j012008

CORRECTED

trruo

CHP 453E (Rev. 5-06) Page 6 Destroy Previous Editions
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(f ) What controls are in place to ensure officers appear in courl? SI-J{CìbANTS CHECK QLIART'hiIìL.Y

(a) How are appearances minimized following cancellations? OFFICDRS ARE CONT,,\CTED AS SOON AS POSSIBLE

REGr\RDIi.\G TllE CIANCIELLATIONS. THEYÂRE CONT¡\CìTED .A.T HOIvIE OR BY CELLUL¿.RPHONE.

(b) How are "short notice" cancellations minimized? O}ìHC}.iRS ARL CON]'AC'I'ED I]Y CE].I,U.I,AI{ PIIONIì OII A1'

I-IOTVIE. NOTICES z\RE ALSO PIJT I\T TIIEIR MAIL BOX.

(2) Are CHP 90s, Report of Court Appearance - Cívil Action, properly distributed and completed on all
appropriate cases? M Yet n ¡lo

(3) Who is responsible for managing the process? OSS I

(a) Are coutl offícers perforrning duties that could be handled by clerícal personnel?

I 1. DEPARTMENTAL MANUALS

a. Are the numberof authorized libraries being maintained?

! Yes

CCRRECTED

M Y"s nruo
(1) Are the libraries convenient for those who must use them? M Yes n ¡lo

(a) What controls are in place for "loaning" manuals to employees? ÙIANL]AI,S AIìE NO,I' I,OADHD.

O.rulCEl{S ARlir ABI.[i 1'O OB'I'AIN tu1ANI;ALS ON C.i]TP W]juslTt-ìl

(2) Are publícations distinctively marked so they can be readily identified? M Yes D ¡to

(a) Are the number of libraries excessive or sufficient? SIIFFICIENT

(b) ls there a listing available of what should be in each library? M Y". Iruo
(3) Are publications kept up-to-date? M Yes nruo
(4) Who files publication changes? OSS I DOIIS T'llli Clf.liRIC.)AL I-IIIRARY AND'l'llD AltIiA COlvLVtANDL.itì

DOES I.IIS O\\A L,IBRARY.

CHP 453E (Rev.5-06) Page 7 Destroy Previous Editions c453e506 kp
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DATE

10/ r 5/200 8

INSTRUCTIONS: lndicate iterns reviewed by placing a check in the "Evaluated" box and/orthe "Action Required" box. lf this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information
can be placed on the CH P 454, Area Management Evaluation Supplement, The Supplement should include significant findings,
accomplishrnents or corrective actions, un¡esolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired,

Sgt. Brooks, #9967

IYPE OF EVALUATION

X Formal Evaluation M lnformalEvalualion
DATE

r 0/1 5/2008
FOLLOW.UP REOUIRED

Ives Mruo

1, CLERICAL TASKS

a. ls the office well organized?

! Correction Report

BY
/0-¡t-,(

CORRECTED

M vet I tto

(1) Are there written job descriptions? Ø Y"s nNo
(a) Does clerical slaff have their job description at their desk? Ø Y"t nno
(b) Does clerical staff undersland what is expected of them? Ø Y"t Eto

(2) Are similar activilies grouped together to prornote efficiency? M Yes INo
(3) lf tape recorders are used, can clerical employees lranscribe effectively? ! Yes []ruo

(4) ls the clerical staff knowledgeable in the use of personal computers, fìling requirements, information
security, etc.? MY"s nruo

(5) Can another clerical employee assume the dulies of a clerical employee who is absent? Ø Y". Dno
b. ls the Offìce Services Supervisor (OSS) effective? MlY.. Dno

(1) Does he/she properly apply management philosophies and supervisory skills? Ø Yu" Iruo
(a) Does he/she have the aulhority and backing necessaÍy to effectively supervise subordinates? Ø ves nNo
(b) ls the clerical supervisor an effective manager? Ø Yrt !no

(2) Does the OSS identify employes with supervisory potential? flv.t Vl tlo

(a) Does he/she assist employees in the preparation of written plans for progressive career
developmenl? E Yes Mruo

(b) Have specialinterests been identifìed and educational opportunities and/or departmentaltraining
been afforded the employees? n Ves M ruo

(c) Has the CHP 120, lndividual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? tr ves Mruo

(3) Does the supervisor sel a good example? Ø Y"s Eruo

(a) Does he/she show a willingness to assist subordinate personnel? Ø ves Druo

(b) Does he/she know when lo act, when to delegate, and when to refer to a supervisor? M Yes I t'lo

(4) lf there is rnore than one OSS, is the work and supervision evenly distributed? E Yes Xruo

CHP 453E (Rev 5-0ô) Page 1 Destroy Previous Editions

M ves

c453e506 írp

(5) Does the OSS participate in Area staff meetings? Eruo
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2. FILING SYSTEM
CORRECTED

a. ls the Area's fìling system in compliance with departmentalguidelines contained in HPG 11.1, Field Offíce
File Guide? Ø yes E tto

l 0/t 5/08

b. Are other files, i.e., permanent files, enforcement document files, etc., maíntained according to policy? M Yus Eno
(1 ) How far back are accident reports being rnaíntaÍned?

(2) ls there a fìling backlog? I ves MNo

(3) ls lhere evidence of recenl office review? Ø Yus Eruo

(4) How are Managernent and All Comrnanders Memorandums filed and purged? The AreaCommander maintains a master.file

and pulges as expilation dates corne due.

(5) Are Training and lnformation Bulletins flled? MlY"" nno
(a) f i so, how are they located? Tlaining bullentins are posted on a ring billdel'ill the briefìng room.

(6) Do all clerical employees understand the lìling system? M Yu. nNo
(7) Does the Area have an effective suspense system? Ø Yus fl tlo

(a) Do all supervisors take advantage of the suspense system? D Yes M tto

c. Are personnel fìles properly secured and access limited? M Yes n ¡lo

(1) Are the requirements of the lnformation Practices Act being followed? M v"* Xruo

(2) ls a periodic review done on a regular basis? M Yu. nno
(a) lf so, how often? Yearly

(3) ls annual employee review and updating conducted as required? M ves n ¡lo

(4) Are only required or permitted items contained in personnel folders? M vut tr No

SECURITY OF CRIMINAL RECORDS
EVALUATED

l0lt5/08

a, Have employees who have access to criminal offender record information signed an acknowledgmenl
slating they understand the regulations and policies pertaining to these records? M ves I ¡to

(1) Has the Area designated a specific person to release criminal offender record information? M v"s !ruo
(a) Do any other persons release this information? D yet Mruo

(b) Has lhe designated person completed the required training? M Yes trruo

(c) Are safeguards in place to verify telephone inquiries prior to disclosure? M Y"t !ruo
(2) Does each person that is desígnated to release information maíntain a CHP 2638, Crirninal Offender

Record lnformation Release Log? M ves Xruo

(a) Are entries maintained for the prescribed period of time? M Yes tr No

4. FISCAL PROCEDURES

a. Have discrepancies on the rnost current audit reports been corrected?

CORRECTED

Iruo
CHP 453E (Rev 5-06) Page 2 Destroy Previous Editions
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(1) Are all change fund and collections handled and processed according to policy? M v". fruo
(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field

accounted for and safeguarded? M ves nruo
(b) Are "voided" or"no fee" DL45s marked as such, signed by the commander, and fon¡rarded

to Fiscal Management Section? M Yes [ruo
(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? M Yes nruo

(d) Are collections and change funds safeguarded? M Y"t nruo

(e) Are checks promptly endorsed and cash receipls reconciled daily? M yes nNo
(Ð Are counter receipts and DL45s that are issued in sequence accounted for and returned

to Fiscal Management Seclion upon completion? M yes Eruo

(g) What specific guidelines are in place for security control and accountability? Counter receipts and DL 45's are in a secul.ed

locker only accessable to the Area School Bus Officer.

(h) ls a supervisor responsible for review of the syslem? M Y"t ! ¡to

(¡) Do total collections agree with the total amount of counter receipts and DL45s issued? M Yut !uo
(j) Are counler receipts and transmittal records prepared properly? M ves !ruo
(k) Are surprise counts of funds perforrned and documented by the commander or designee? M Y"t Druo

(2) Are security and accounlability procedures in place for the petty cash fund? M Yes nruo

(a) ls the petty cash fund used only for authorized purchases within the limited amount? M Yes nruo

(b) Are valid authorizations on fìle? M y"t nruo

(c) ls a Disbursernent Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or ilem purchased? M Ye. Eruo

(d) Are there adequale procedures to ensure purchases are properly authorized? M vet XNo

(e) Are surprise counts performed by someone not ínvolved in handling lhe petty cash fund? M vut n ¡lo

(3) Are X-Number services proper and within departmental and slate policy? M Y". Druo

(a) Are services procured over $4,999.99? I Yet Mruo

(b) ls the amount limit circumvented by splitting procuremenls? n Yes Mruo

(c) Are three price quotations obtained and documented on a CHP 78X X-Number Request? VlYut Iruo
(d) Do invoíces itemize charges and reference X-Numbers? M vu. Druo

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? VlY.s n ¡lo

(a) Are cardholders farniliarwith the bank card process, including prohibited and restricted items? M Yes !ru.
(b) Are purchases within established policy? M Y"s Iruo
(c) Are three price quotations obtained and documented on a CHP 315X? M Yet fJ ruo

(d) ls the bank card log completed properly? M yes Iruo

CHP 453E (Rev 5-06) Page 3 Destroy Previous Editions c453e506.hp
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? MYut Eruo

(0 ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? M yes E tto

b. What controls does the commander have in place to ensure timely transmittals of monies? The Area Cornmander h'acks

transmittals in his Commander's Desk Rel"erance and quarterly audits al'e conducted by a sergeant.

(1) Are collections sent to Fiscal Management Section at the fìrst occurrence of $1 ,000 in cash and
$10,000 total collections, or al the close of business each Thursday? M ves Iruo

(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Ml Yes nruo

(3) Are "no collection" transmittals sent when appropriate? M Yes INo
(4) Do tire sale transactions comply with policy? MJ Yes tr ¡lo

c, ls security of the postage machine adequate? M Yes nNo
(1) ls the machine locked when not in use? M Yes !ruo
(2) ls the meter reading documented as required? M Yet Druo

(3) ls there documentation of rnonies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced?

ACTION REQUIRED
SUPPLY REQUTSTTTONS (CHP 4r)

M Yet

M yes Druoa. Are requisitions prepared properly?

(1) Who prepares them? Off rcer Selvices Supervisor

(2) Has a practical stock level been established and maintained? M Yut Eruo

(3) ls there a system that notifies the staff when the quarterly requisition is going to be prepared? M Y"t Iuo
(a) ls the quaíerly requisilion period for this command adhered to? VìYet Eruo

(b) ls there a high number of emergency requisitions? ! Yu. Mruo

b, Are items stored properly in a storeroom? M Yes Eruo

(1) ls there convenient access for regularly used items? f,n Yes trru0

(2) Have obsolete items been removed? M Yes ll ruo

EVATUATEO

I 0/t s/08

a. Are all cameras assigned to the command accounted for? M Yu. nruo

(1) Are camera cases clean and do they contain the required accessories? MlYes n ¡lo

(2) ls camera maintenance assigned to a particular individual? M Yes Druo

(a) What is his/her preventative maintenance schedule? lnspection during yearly inventorl, / uud ',.

b. Are all extenders assigned to lhe command accounted for? MYe. Iruo

0HP 453E (Rev.5-06) Pâge 4 Destroy Previous Editions c453e506 frp
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(1 ) ls there adequate security for exlender batteries and other supplies? M Yes tr No

7. OFFICE EQUIPMENT

a. Are otfice machines in good condition and properly maintained?

CORRECTED

M v"s I tto

(1) ls the vendor cornplying with maintenance contract provisions? MJv"t Iruo
(2) ls there a shorlage or surplus of machines? I Yes Vl ruo

b, ls the Management lnformation System (MlS) used properly? M yes Eruo

(f ) Who is authorized to use the equipmenf? Clerical staff, special dufy personnel and supervisors.

(2) How is training provided, and by whom? Clerical supelvísor provides one-on-one lraining as needed.

(3) ls there a usage schedule for uniformed and nonuniformed personnel? tr Yu. M ¡:o

(4) Are there controls in place to ensure confidentiality? M Y"t nruo

(5) Are all personnel aware of how to request repairs after normal business hours? Ø Yes [] ¡lo

(6) ls the MIS used to send messages to other offìces in lieu of formal memorandums? ! vu. Mruo

(7) What system is used to ensure proper routing of MIS information? MIS is checked hourly by olfice staff,,

c. Are personal computers used properly? M Yes Druo

(1) Who is authorized to use the equipment? All personnel,

(2) How is training provided, and by whom? Area LAN coordinator provides training as needed and periodic security training

is scheduled.

(a) How many ernployees are trained in its use? All pelsonnel

(3) Are there restrictions on the time its used? fl Yes Muo

(a) ls there a schedule for uniformed and nonuniformed employees? Ivu. Mruo

(4) ls confidential or sensitive information being stored on a PC hard drive? Eve. Mruo

(a) lf so, is the PC password protected? EYu. fno
(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? VlY". ! tlo

(5) What is the PC being used for? All ALea applications are curlently accessed by Alea P.C.'s.

(6) Are controls presenl to prevent inappropriate/personal use of the computer? Øvut nno
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(7) Are backup procedures being performed on a regular basis? Ml ves INo
(a) Where applicable, are backup disks slored in a secure area? M Y"s I tto

(8) Are PC manuals and other documentation available to all users? M Y". nNo
(9) What procedures are in place to ensure out-of-dale documenls and files are purged? This function is performed by

Information Management Dívision by limiting the anroumt storage space alloted to each user..

(10) Are employees aware of the availability of assistance in resolving computer related problems? M Y"s ! tto

('l 1) ls anti-virus software regularly utilized on all state-owned PCs? MYes Iruo

PUBLIC CONTACTS
EVALUATED

I 0/ 1 5/08

a. Does the offìce have extended office hours? X ves M ¡to

(1) lf so, are they adequate and effective? E Yet Druo

b. Are persons served promptly and courteously? Ø v.t tr t'to

(1) Are backup personnel immediately available? lZ Y"s DNo

(2) ls telephone service both efficient and effective? M yet Eruo

(3) Are lirniled duty personnel used for receptionist duties and answering telephones? M Yes Dno

(4) Are officer substitutions for nonuniformed positions kept at a minimum? M Yes trru0

SCHOOL BUS DRIVER EXAMINATIONS
EVALUATED

I 0/15/08

a. ls school bus driver testing a special duty or a clerical function, or is a full-tirne school bus coordinator
assigned? SpecialDuty.

(1) Are tests and tesl keys kept in a secure place? Ø Yes Eruo

(2) How are interesled parties advised of testing procedures? Parlies are leferred to Alea b),their respective School District's on

au as needed basis.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? M ves !ru0
(b) Does the offìcer or coordinator take possession of the test and dispose of accordingly? M Yes Iruo

(3) How are tesl disposed of? Closs shredded at Alea.

(4) ls there a specifc date and tirne set aside for testing?

a. ls there a systematic method of coordinating court appearance matters?

n Yes

I ¡to

COURT INFORMATION PROCEDU RES
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(1) What controls are in place to ensure officers appear in court? Court log is maintained and quarterly audits are conducted by a

supervrsor.

(a) How are appearances minimized following cancellations? Officers are immediately notified with note in there mail slot.

(b) How are "shofl notice" cancellations minimized? Officer's are immediately notified by telephone.

(2) Are CHP 90s, Reporl of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? M Yet nNo

(3) Who is responsible for managing the process? Officer Services Supervisor rnaintains a suspense file for all civil supoenas.

(a) Are court ofiicers performing duties that could be handled by clerical personnel? fl Yes Ø No

11, DEPARTMENTAL MANUALS
t0/15/08

a. Are the number of aulhorized librades being maintained? M ves nNo
(1) . Are the librarÍes convenient for those who musl use them? MlYes INo

(a) Whal controls are in place for "loaning" manuals lo employees? All manuals are no\Ài available on-line, n<¡ loans ale

necessary.

(2) Are publications distinclively marked so they can be readily identified? Ø ves ! t'to

(a) Are the number of libraries excessive or sufficienl? One command library is maintained.

(b) ls there a listing available of what should be in each library? Mlvut nNo

(3) Are publications kept up-to-date? Ø v*. nruo

(4) Who files publication changes? Area Comrnalrder
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INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evaluated"boxand/orthe"ActionRequired"box. lfthis
form is used as a Correctíon Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated, lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accornplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions, This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

EVALUÂl ED BY

r-'f. DAVri PrìtcL)

TYPE O[ EVALUATION

I formal Evaluation

SUSPGNSË OA'TE

M lnformal Evaluation
FOLLOV/-UP REOUIREO

üves Mto
I. CLER]CAL TASKS

a. ls the otfice well organized?

I Correction Report

BY
q z,-a{

CORRECl'ED

Mves nNo

\-

)

VIEW

')
.l

(1) Are there written job descriptions? M ves []no
(a) Does clerical staff have their job description at their desk? VJYe" lruo
(b) Does clerical staff understand what is expected of them? M Yes ll No

(2) Are similar activities grouped together to promote efficiency? M Yes DNo

(3) lf tape recorders are used, can clerical employees transcribe effectively? M ves lNo
(4) ls the cletical staff knowledgeable in the use of personal computers, filing requirements, information

security, etc.? M Yes [f ¡lo

(5) Can another clerical employee assume the duties of a clerical employee who is absent? M Yes Ino
b, ls the Offìce Services Supervisor (OSS) effective? M Yes [] ¡lo

(1) Does he/she properly apply management philosophies and superuisory skills? M Yes Dno

(a) Does heishe have the authority and backing necessary to effectively supervise subordinates? f/ Yes [ ¡to

(b) ls the clerical supervisor an effective manager? {Z Yes fruo
(2) Does the OSS ídentify employes with supervisory potential? M Yes lNo

(a) Does he/she assist employees in the preparation of written plans for progressive career
development? M Yes I ttto

(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? M Ves n ruo

(c) Has the CHP l20,lndividual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? M ves []uo

(3) Does the superuisor set a good example? M Yes []ruo

(a) Does he/she show a willÍngness to assist subordinate personnel? M ves I tlo

(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? Mlves Iruo
(4) lf there is more than one OSS, is the work and supervision evenly distributed? * ,/o ! Yes ll ruo

(5) Does the OSS participale in Area staff meetings? M ves Druo
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ACTION REOULRED

2. FILING SYSTEM

a. ls the Area's filing system in compliance with departmental guidelines contained in HPG 11,'1, Field Office
File Guide?

coRRECl Èt)

{Z Yes []ruo

ßVALUATED

D, PI{lCE, ì,1'.

b. Are other fìles, i.e., permanent files, enforcement document files, etc., maintained accordìng to policy? [ü ves I ruo

(1) How far back are accident reports being maintained? IìOIJR (4) YIÌAIìS ROI'AI-ING (Si.iSl)ËNSËD MONl'l-ll-Y)

(2) ls there a filing backlog? I ves ülno

(3) ls there evidence of recent office review? Vlves f t¡o

(4) How are Management and All Commanders Memorandums fìled and purged? FILI]D I]Y OSS-I, AND I,TJI{GLiD A

MINIMUM OF EVEIìY SIX (6) MONTI-IS, AND ONl..y ArÏfÈrì ËXPlt{A]'lON

(5) Are Training and lnformalion Bulletins filed? MJves [] tto

(a) lf so, how are they located? IN A CI-TJAIìLY M,A,Rì(I]D I}INDI]Iì IN OSS-I'S OFPICE.

(6) Do all clerical employees understand the filing system? M ves ENo

(7) Does the Area have an effective suspense system? l/ ves I tto

(a) Do all supervisors take advantage of the suspense system? Ø ves nruo

c. Are personnel files properly secured and access limited? lTlves INo
(1) Are the requirements of the lnformation Practices Act being followed? M ves nruo

(2) ls a periodic review done on a regular basis? ülYes E tto

(a) lf so, how often? 
^.1"1-lMIl 

OIr ANN(JAL EV^,LUA'|ION

(3) ls annual employee reviewand updating conducted as required? lil ves I No

(4) Are only required or permitted items contained in personnel folders? Mves !no
ACTION REQUIRED

3. SECURITY OF C,RIM'NAL RECORDS

a. Have employees who have access to criminal otfender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records?

CORRËCTED

lØ Yes Euo

(1) Has the Area designated a specific person to release criminal offender record information? MlYes Eruo

(a) Do any other persons release this information? n ves M r.¡o

(b) Has the designated person completed the requìred training? fl ves fl xo

(c) Are safeguards in place to verify telephone inquiries prior to disclosure?,.\oì- b, crLr ¡5 Ê. F ìr X Ves fuo
(2) Does each person that is designated to release inforrnation maintäin a CHP 2638, Criminal Offender

Record lnformation Release Log? M Y"s D tto

(a) Are entries rnaintained for the prescribed period of time? MJYes Iruo
CORRECTED

4. FISGAL PROCEDURF$

a. Have discrepancies on the most current audit reports been corrected? llì yes X ruo
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(1) Are all change fund and collections handled and processed according to policy? M ves n ¡lo

(a) Are counter receipts and DL45s, California Special Driver's Certifìcate, issued to the field
accounted for and safeguarded? M ves f tto

(b) Are "voided" or "no fee" DL45s marked âs such, signed by the commander, and forwarded
to Fiscal Management Section? ülves I ¡to

(c) ls there a separation of dut¡es between cashier responsibÍlities and transmittal of collections? Mv"r f]ruo

(d) Are collections and change funds safeguarded? Ml Yes nno
(e) Are checks promptly endorsed and cash receipts reconciled daily? [Ø ves n ruo

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? [y'] Yes Druo

(g) What specifìc guidelines are in place for security control and accountability? cl-tANGu ttrt.lND ts l.ocKIlD A Dtì^ìiyEtì

WI'I.I-I ONI,Y CI,I]RICAI, I.IAVINC I(IÌYS

(h) ls a supervisor responslble for review of the system? M Y"t Xno

0 Do total collections agree with the total amount of counter receipts and DL45s issued? M Yes fruo

O Are counter receipts and transmittal records prepared properly? M Yes [] tto

(k) Are surprise counts of funds performed and documented by the commander or designee? M ves Iuo
(2) Are security and accountability procedures in place for the petty cash fund? M Yes Eruo

(a) ls the petty cash fund used only for authorized purchases within the limited amount? M Yes Iuo
(b) Are valid authorizations on fìle? Ø Yes [-] tto

(c) ls a Disbursement Voucher (Std. a39) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? üJves n ruo

(d) Are there adequate procedures to ensure purchases are properly authorized? Mves Eruo

(e) Are surprise counts performed by someone not involved in handling the petty cash fund? M ves üruo

(3) Are X-Number services proper and within departmental and state poficy? fl ves Eruo

(a) Are services procured over $4,999,99? fl Yes M ¡to

(b) ls the amount limit circumvented by splitting procurements? I Yes Mruo

(c) Are three prÍce quotations obtaíned and documented on a CHP 78X, X-Number Request? [ü ves. n ruo

(d) Do invoices itemize charges and reference X-Numbers? M ves f, tto

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? M Yes [ruo
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? M Yes I t'to

(b) Are purchases within estaþlished policy? Ø ves E ¡¡o

(c) Are three price quotations obtained and documenled on a CHP 315X? ü v.. ZtNo

(d) ls the bank card log completed properly? INo
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Mves []No

(D ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? M yes Ü tto

b, What controls does the commander have in place to ensurê timely transmittals of monies? COMMANDTjR RI]VIEWS

AND SìGr.\S lì\/ElìY flìlD/trY MORNING, llì I1'lS NO'f ON l-llS DIìSI( lllr l(NOWS lO ASI( lìOR l1'.

('l) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? M Yes fl r.ro

(2) Are monies received for DL45s, California Special Drive/s Certifìcate, asset forfeiture, reimbursables,
evidence, etc,, handled appropriately by coordinating transmittal with the Area cashier? Ml Ves I ruo

(3) Are "no collection" transmittals sent when appropriate? LØ Yes nno
(4) Do tire sale transactions comply with policy? Ø Yes [ruo

c. ls security of the postage machine adequate? M ves E ¡lo

(1) ls the mâchine locked when not in use? MlYes Iruo
(2) ls the meter reading documented as required? M ves E ¡¡o

(3) ls there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? ül Yes Druo

5. .SUPPLY.REOUTSIT¡ONS iclìp 4r)

a. Are requisilions prepared properly?

CORRECIED

üJves I tto

(1) Who prepares them?

(2) Has a practical stock level been established and maintained? M Yes fl tto

(3) ls there a system that notifles the staff when the quarterly requisition is going to be prepared? M Yes I tto

(a) ls the quarterly requisition period for this command adhered to? Ø Yes I t¡o

(b) ls there a high number of emergency requisitions? I Yes M tto

b. Are items stored properly in a storeroom? Ml ves I t¡o

(f ) ls there convenient access for regularly used items? MYes f]No

(2) Have obsolete items been removed? M Yes Eruo

0., STJPPLIES

a. Are all cameras assigned to the command accounted for? M ves n ¡lo

(1) Are camerâ cases clean and do they contain the required accessories? lil Yes X t'¡o

(2) ls camera maintenance assigned to a particular individual? Ml ves I tto

(a) What is his/her preventative maintenance schedule? CI.INCKS CAMI]I{AS ON I\ IìEGIJLAR I}A.SIS .Ä.ND AT l.IMI]

OI; AIJDII'S.

b Are all extenders assigned to the command accounted for? I t¡o

CHP 453E (Rev 5.06) Page 4 Destroy Previous Editions
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(1) ls there adequate security for extender batteries and other supplies? M ve. f tto

CORRECTED

OFFIGE EQUIPMENT

a. Are office machines in good condition and properly maintained? M yes {]no

(1) ls the vendor complying with maintenance contracl provisions? M ves I tlo

(2) ls there a shoftage or surplus of machines? I Yes Ml tto

b. ls the Management lnformation System (MlS) used properly? M Yes ENo

(1) Who is authorized to use the equipment? Al-l- llìi\lNliD IìMPf .OYIììllS

(2) How is training provided, and by whom? DISPAI'CI{ Dll"l-lllR COMES 1'O Alìl.l^ Ol:FICll Olì AI{ll,A DMPLOYIIF,S CO'f

1-l-lLl MDIìCI;D DISI)^TCI'I CItNlllR'rO BË'l'l{AtNJrlD V/l-lllN ]'ItAININCì lS IìlìQtJllìliD,

(3) ls there a usage schedule for uniformed and nonuniformed personnel? Xves M ruo

(4) Are there controls in place lo ensure confidentiality? M Yes tr ¡to

(5) Are all personnel aware of how to request repairs after norrnal business hours?

(ô) ls the MIS used to send messages lo other offices in lieu of formal memorandums?

ülY INo
Yes Mlo

(7) What system is used to ensure proper routing of MIS ìnformation? CLEI{IC.AL llMi\.lLS I\4ËSSAGIIS 'l'O 'fl-tOSE IN NEED

c. Are personal computers used properly? M Yes Ino
(1) Who is authorized to use the equipmont? ALL'I]I,A.INED I]M PLOYEËS

(2) How is training provided, and by whom? IìY IN IIOUSË [XPI1R1'S AND'flì^ININC IS PROVIDI]D f]\'CDN'II{AL

DI VISION \À/I-IEN NEI]DËD

(a) How many employees are trained in its use? Al,L IìMPLOYIIES

(3) Are there restrictions on the time its used? ! yes M tlo

(a) ls there a schedule for uniformed and nonuniformed employees? I ves l7] t:o

(4) ls conf¡dential or sensitive ínformation being stored on a PC hard drive? [ú ves [] uo

(a) lf so, is the PC password protected? Mlves n ¡¡o

(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? M Yes I tto

(5) What is the PC being used for? DEPAr{]'MllN',l^,L RlrQUiltLlD WOIìl( ONLY

(6) Are controls present to prevent inappropriate/personal use of the computer? nruo
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(7) Are backup procedures being peúormed on a regular basis? M ves üno
(a) Where applicable, are backup disks stored in a secure area? [Ø ves [] ¡to

(8) Are PC manuals and other documentation available to all users? Vjves ! tto

(9) What procedures are in place to ensure ouþof-date documents and files are purged? L,ACI-I IlMPL,OY[tL PUfìCUS T]ìlìlR

OWN WORK \A/¡-IIìN NDCESSAR)',

(10) Are employees aware of the availability of assistance in resolving computer related problems? M ves fl to
(1 1) ls anti-virus software regularly utilized on all state-owned PCs? M ves DNo

8. :PUBLIC CONTAOTS

a. Does the offìce have extended offlce hours?

EVALUA-Th:D

D, PììICE, L,'I-.

CORRECTEO

I ves ül No

(1) lf so, are they adequate and etfective? sr /'c'- flves Eruo

b. Are persons served promptly and courteously? M Yes [] tto

(1) Are backup personnel immediately available? Ml ves tr t¡o

(2) ls telephone service both efficient and effective? M Yes fl r.ro

(3) Are limited duty personnel used for receptionist duties and answering telephones? fl ves I ttto

(4) Are offìcer substitutions for nonuniformed positions kept at a minimum? Mves nruo
CORRECTËD

SOHOOL BUS .DRIVER :EXAMINATIONS

a. ls school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned? SPECIALDTJ'|'\' OI'illlCER

(1) Are tests and test keys kept in a secure place? fl ves nuo

Ø How are interested parties advised of testing procedures? tsY PIìRSONAI,INTDIìVIEW I]Y SCIIOOI, BUS OFI?ICER

AND t]Y'ILII] SCI-IOOL DIS]IìIC]"

(a) Are exams graded in the presence of the applicant, and missed questions discussed? M ves Dno

(b) Does the offìcer or coordinator take possession of the test and dispose of accordingly? ffi ves luo
(3) How are test disposed of? CROSS SlllìllDDl.jl)

(4) ls there a specific date and time set aside for testing? Myes Iruo

1O. COURT INFORMATION PROCEDURES

a. ls there a systematic method of coordinating courl appearance matters?

CORRÉCTED

Mves nNo

ACTt0N tìEQUtfìÉ0
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(1) What controls are in place to ensure officers appear in court? llt^Cl-l 6p¡r¡Çììill IS SI.ìRVËD AND SIGNS A COPY OF TI{E

StJBPOI:ìNA AS liXCIiP'fllD, Wlïlj COIJIì1'Cl-llRI( FlL.ING. AI"SO, A "C" lS PLACLï) ON'fllË MASI'ER SCIìIìDLJI-[i

FOR Iì^CI-l l)AY A OITFICLìlì I-lAS COLiIì'l'.

(a) How are appearânces minimized following cancellations? Iì'I C)N DU]'\/, OITFICi]IìS AIìTì NO'I'II':IED IMMI]I)IA'I'I-Y

BY DISP,A'|CI.I. IF OFIT DU'I'\']-HT] COTJIì'I- CILIìIìI( OIì SERCE.ANI'CAI.,L,S'|I.IE OIìIìICI]Iì'S I-IOME.

(b) How are "short notice" cancellations minimized? COUR'VD.A.'S OFIìICE NOTIFII]S AIìI]A OI?F](]E AS SOON AS

'rll.l1\/ AIìË A\À/AIìll Of ANY CI-IANGES.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? Mlves nruo

(3) Who is responsible for managing the process? COUR'I CI.EIìI( / SEIìCJI]AN]'

(a) Are court officers performing duties that could be handled by clerical personnel? I yes M t'¡o

11. EEPARTMENTAL MANUALS

a. Are the number of authorized libraries being maintained?

CORRECTËI)

Ø yes f] t¡o

ËVALUATED

D, PRICË.I.7

(1) Are the libraries convenient for those who must use them? Mlves ü tto

(a) What controls are in place for "loaning" manuals to employees? OUI'CA,RDS AIìE USED, I]U'[ I\4ANUAt,S,A.IIB

NIIVEIì AL.l-Owt1D 1'O LEAVII1'l-lË OFITICE.

(2) Are publications distinctively marked so they can be readily identified? Ø yes nruo

(a) Are the number of libraries excessive or sufiìcient? SUFIìlClllNl'

(b) ls there a fisting available of what shouÍd be in each library? Ø ves nruo

(3) Are publications kept up{o-date? M Yes nno
(4) Who files publication changes? OSS-l tìLIrS 1ì.{E CON4MAND SET'AND'flltl L'l'.'S i\4ANU,A.t.S. 1lì[1OA Ftl,lis

MANUA.L UPDA'|ES IN TIIË SG]"'S OITFICE,
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I lVrglartl

Ccntral
EVALUAfEO BY

C-lf ñcer Luis Lara

INSTRUCTIONS: lndicate ítems reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this
form is used as a Correction Report, the "Correction" box should be initialed and dated as defìciencies are corrected, Answer
individual items with "yes" or "rìo" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement, The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.
ryPE OF EVALUATION

fJFormalEvaluation @lnformalEvaluation
sJs/EllsI DAIF

FOLLOW UP REOUIRED

EYes ØNo

1. CLERICAL TASKS

a. ls the oflTce well organized?

! Correclion Report
ioMrrrAr.loEP s rìEVrE\,\,

â.t¡oru-.q q{¡"1e,

C DF RE 
'J 

IElI

@Yes E t¡o

(1) Are there written job descriptions? Øves E No

(a) Does clerical staff have their job description at their desk? ØYes E No

(b) Does cleric¿l staff understand what is expected of them? ØYes I t¡o

(2) Are similar activities grouped together to promote effìcíency? ElYes E No

(3) lf tape recorders are used, can clerical employees transcribe effeclively? @Yes n rr¡o

(4) ls the clerical staff knowledgeable in the use of personal computers, filing requirements, information
security, etc.? ØYes !No

(5) Can another clerical employee assume the duties of a clerical employee who is absent? @Yes n No

b. ls the Offìce Services Supervisor (OSS) effective? @Yes EHo

(1) Does he/she properly apply management philosophies and supervisory skills? ØYes ENo
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? ØYes D t¡o

(b) ls the clerical supervisor an effective manager? Ø Yes fl ruo

(2) Does lhe OSS identify employes with supervisory potenlial? ØYes DNo

(a) Does he/she assist employees in the preparation of written plans for progressive cileet
development? ElYes E ¡.lo

(b) Have special interests been identified and educational opportunities and/or deparlmental training
been afforded the employees? ElYes ú tlo

(c) Has lhe CHP 120, lndividual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? ElYes D No

(3) Does the supervisor set a good example? ØYes C tto

(a) Does he/she show a willingness to assist subordinate personnel? ØYes E No

(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? Ø Yes E ¡'lo

(4) lf there is more than one OSS, is the work and supervision evenly distributed? IYes D t¡o

(5) Does the OSS particípate in Area staff meetings? ØYes D t¡o
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2. FILING SYSTEM

a. ls the Area's filing system in compliance with departmental guidelines contained in HPG 1 1.1, Field Ofüce
File Guide? ØYes f]ruo

b. Are other files, i.e., permanenl files, enforcement document files, etc., maintained according to poliry? ØYes E t¡o

(1) How far back are accident reports being maintained? Per Rercnt¡on Schedule

(2) ls there a filing backlog? !Yes Ø ¡lo

(3) ls there evidence of recent office review? ØYes ElNo

(4) How are Management and All Commanders Memorandums filed and purged? Filed in a binder located in nlaster library and

purged by thc datc

(5) Are Training and lnformation Bulletins filed? ElYes ENo

(a) lfso,howaretheylocated? Inthcn-rasrer. library Acop¡,offìcldspecil'ictrainingandillfornrationbulletinsarelocatcdin

bliellng book

(6) Do all clerícal employees understand the filing system? ØYes Elruo

(7) Does the Area have an effective suspense system? @Yes ! No

(a) Do all supervisors take advantage ofthe suspense system? ElYes E No

c. Are personnel fÌles properly secured and access limited? Ø Yes E tlo

(1) Are the requirements of the lnformation Practices Act being followed? @Yes E ruo

(2) ls a periodic review done on a regular basis? E yes Ø t'lo

(a) lf so, how often?

(3) ls annual employee review and updating conducted as required? ØYes ENo

(4) Are only required or permitted items contained in personnel folders? ØYes flNo

3. SECURITY OF CRIMINAL RECORDS
ACftr:rñ REOUIí{En r^ORÊEilEO

ØYes DNo
a, Have employees who have access to criminal offender record information signed an acknowledgment

stating they understand the regulations and policies perta¡níng to these records?

(1) Has the Area desígnated a specific person to release criminal offender record lnformatíon? @Yes lNo
(a) Do any other persons release this information? flYes Ø ¡lo

(b) Has the designated person completed the required training? Ø Yes flNo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? flYes ENo

(21 Does each person that is designated to release informalion maintain a CHP 2638, Criminal Offender
Record lnformation Release Log? flYes ØNo

(a) Are entries maintained for the prescribed period of time? ElYes flt¡o
4. FISCAL PROCEDURES

a. Have discrepancies on the most current audil reports been correcled?

CORRECIETJ

ElYes D No
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(1) Are all change fund and collections handled and processed according to policy? ØYes !No
(a) Are counter receipts and DL45s, California Specíal Drive/s Certificate, issued to the field

accounted for and safeguarded? þYes nNo

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and fonruarded
to Fiscal Managemenl Seclion? ØYes D No

(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? ØYes nNo

(d) Are collections and change funds safeguarded? ØYes fJNo

(e) Are checks promptly endorsed and cash receipts reconciled dally? ØYes DNo

(0 Are counter receipts and DL45s that are issued in sequence accounted for and relurned
to Fiscal Management Seclion upon completion? ØYes fJt'¡o

(g) Vviìat specifìc guidelines are in place for security control and accountability? CHP 25 ls (Counte¡ Receipts) are leconcilcd b¡,

the Olfìce Servrces Supervisor. Money,s are l,.cpt in a locked cash box rvhich is then lockcd irt a file cabinet in the OSSI's

( ) l'l'ìce

(h) ls a supervisor responsible for review of the system? ØYes E No

(í) Do total collections agree with the total amounl of counter receipts and DL45s issued? Ø Yes E ¡¡o

O Are counter receipts and transmittal records prepared properly? ElYes fJNo

(k) Are surprise counts of funds performed and documented by the commander or designee? EJYes fI tlo
(2) Are security and accountability procedures in place for the petty cash fund? EJYes E No

(a) ls the petty cash fund used only for authorized purchases within the limited amount? [JYes ú ruo

(b) Are valid authorizations on file? @Yes E No

(c) ls a Disbursement Voucher (Std. a39) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? Ø Yes fl t¡o

(d) Are there adequate procedures to ensure purchases are properly authorized? ØYes E No

(e) Are surprise counts performed by someone nol involved in handling the petg cash fund? EYes INo
(3) Are X-Number services proper and within departmental and state policy? [Yes E No

(a) Are serv¡ces procured over $4,999.99? flYes Ø No

(b) ls the amount limit circumvented by splitting procurements? üYes Ø No

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? ØYes E ¡lo

(d) Do invoices ìtemize charges and reference X-Numbers? @ Yes fl t¡o

(a) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? [] Yes fl No

(a) Are cardholders familiar with the bank card process, including prohlbited and restricled items? ØYes úNo

(b) Are purchases within established policy? ElYes D No

(c) Are three price quotatíons obtained and documented on a CHP 315X? @ Yes E tlo

(d) ls the bank card log completed properly? ElYes E t'lo
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(e) Are Invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? @Yes !No
(D ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? @ Yes E ¡¡o

b, What controls does lhe commander have in place to ensure timely transmittals of monies? If clerical supervisor is not availible, the

transrnittal is conrpleted by the offìce assisranl

(1) Are collections sent to Fiscal Management Seclion at the first occurrence of $1,000 in cash and
$10,000 total collections, or al the close of business each Thursday? Ø Yes fJt¡o

(2) Are monies received for DL45s, California Special Drlver's Certificate, asset forfeiture, reimbursables,
evidence, etc,, handled appropriately by coordinating transmittal with the Area cashier? ØYes n No

(3) Are "no collection" transmitlals sent when appropríate? ØYes Etlo
(4) Do tire sale transactions comply with policy? flYes ú No

c, ls security of the postage machine adequate? ØVes !No
(1) ls the machine locked when not in use? @Yes !No
(2) ls the meter reading documented as required? @Yes ENo

(3) ls there documentation of monies refunded or fon¡rarded to Fiscal Management Section when the
postage machine is being repaired or replaced? ØYes Eruo

5. SUPPLY REQUISITTONS (CHP 41)

a. Are requisitions prepared properly?

¡iC-llON R!OtllñEti

Nc
coRRECtEC

ØYes fltlo
(1) Who prepares them? -Supervisory st¡ff lor u'hic.h the requesr is being rnade.

(2\ Has a practical stock level been established and rnaintained? Ø Yes flruo

(3) ls there a system that notifes the staff when the quarterly requisition is going to be prepared? E)Yes fltlo
(a) ls lhe quarterly requisition period for this command adhered to? ØYes ü No

(b) ls there a high number of emergency requisitions? lYes Ø No

b Are items stored properly in a storeroom? IYes f] t'¡o

(1) ls there convenient access for regularly used ilems? @Yes flt¡o
(2) Have obsolete items been removed? @Yes ! No

cof{FÊcr!D

a, Are all cameras assigned to lhe command accounted for? @Yes E No

(1) Are camera cases clean and do they contain the required accessories? @ Yes E t¡o

(2) ls camera maintenance assigned to a particular individual? @Yes E tto

(a) What is his/her preventative maintenance schedule? Quarterly lnaintenance sc:hedulc

b, Are all extenders assigned to lhe command accounted for? @Yes E tlo

CHP 453E (F.ev 5'06) Paqe I ol ?
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(1) ls there adequate security for extender batteries and other supplies? ØYes ENo

7. OFFICE EQUIPMENT
5VALI.-IAI ET

Ycs

Áf lr0¡. RÉ¡)LllR¿O

N<r

I:ORRECIEI)

a, Are ofllce machines in good condition and properly maintained? ElYes E tlo

(1) ls the vendor complying with maintenance contract provisions? Ø Yes fltlo
(2) ls lhere a shortage or surplus of machines? DYes ØNo

b. ls the Management lnformation System (MlS) used properly? @Yes ENo

(1) Who is authorized to use the equipment? Clerical Supclvisor and Coml'¡runications Supervisors

(2) How is training provided, and by whom? Through ttle CAD, MlS, and Dl-)J Coordìnator

(3) ls there a usage schedule for uniformed and nonunlformed personnel? flYes Elruo

(4) Are there controls in place to ensure confldentiality? @Yes ENo

(5) Are all personnel aware of how to request repairs after normal business hours? @Yes ENo

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? E Yes Ø t'¡o

(7) What system is used to ensure proper routing of MIS information?

c, Are personal computers used properly? IYes ENo

(1) \A/ho is authorized to use lhe equipment? All trainecl unilormed and norr-r¡niforrned personnel

(2) How is training provided, and by whom? Training is provided through Area T'raining b1, through Depanrneutal instructors

(a) How many employees are trained in its use? All Area personneì.

(3) Are there restrictions on the time its used? flYes ØNo

(a) ls there a schedule for uniformed and nonuniformed employees? nYes ØNo

(4) ls confidential or sensilive information being stored on a PC hard drive? ElYes EINo

(a) lf so, is the PC password protected? Ø Yes fltlo
(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? I Yes E tlo

(5) V\[ìat is the PC being used for? Tlre PC are being uscd for Departnrcntal nceds

(6) Are controls present to prevent inappropriate/personal use of the computer? @Yes ENo
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(7) Are backup procedures being performed on a regular bas¡s? @ Yes fltto
(a) Where applicable, are backup disks slored in a secure a¡ea? Ø Yes E l,lo

(8) Are PC manuals and other documentation available to all users? ØYes flt'lo
(9) What procedures are in place lo ensure out-of-date documents and files are purged? Sellri-annual reminders to pcrsonnel to purge

their personal files and docuruents

(10) Are employees aware of the availability of assistance in resolving computer related problems? ØYes DHo

(11) ls anti-vírus software regularly ulillzed on all state-owned PCs? Ø Yes fl¡lo
8. PUBLIC CONTACTS

a. Does the office have extended office hours?

CDRRÉ ùÍED

flYes Ø No

(1) lf so, are they adequate and effective? flYes I t¡o

b. Are persons served promptly and courteously? Ø Yes E I'to

(1) Are backup personnel immediately available? ElYes flNo

(2) ls telephone service both efficient and effeclive? Ø Yes E t¡o

(3) Are limited duty personnel used for receptionist duties and answering telephones? Ø Yes E ¡lo

(4) Are ofñcer subslitutions for nonuniformed positions kept at a minimum? ElYes flt'to
CORREC TF-D

9. SCHOOL BUS DRIVER EX.AMINATIONS

a. ls school bus driver test¡ng a special duty or a clerical funclion, or is a full-time school bus coordinator
assigned? Special Duty Offìcer is assigned.

EV^r u^lFD l^C'llÔN RFo(||REO

(1) Are tests and test keys kept in a secure place? E Yes E ¡lo

(2) How are interested parties advised of testing procedures? 'fhrou¡'.l¡ enrployer and local cornrrrurri¡,college'events

(a) Are exams graded in the presence of the applicant, and missed questions discussed? @ Yes E t¡o

(b) Does the officer or coordinator take possession of the tesl and dispose of accordingly? flYes ENo

(3) Howaretestdisposedof? Aft.crnotesarcrnadeontheCHP295applicatiun,testarcthenshlcdded

(4) ls there a specifìc date and time set aside for testing? Ø Yes E tlo

IO. COURT INFORMATION PROCEDURES
I FVALU'¡IED

I r'",
| Ât:1t()ñ tI CUlRFtr

l*u lccRnE'ì1ÊD

a. ls there a systematic method of coordinating court appeerance matters? flYes ENo
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(1) Whal controls are in place to ensure officers appeil in court? Court advises arca if thc Ollìcer lails to appear

(a) How are appearences minimized following cancellations? Subpoena clerk notifies af,fected ernployee of the cancellation as

soon as possible

(b) How are ''short noticen cancellations minimized? Irrrnrediare notification to the affectcd officer.

(2) Are CHP 90s, Report of Court Appearance - Civil Aclion, properly distributed and completed on all
appropr¡ate cases? E Yes E ¡¡o

(3) ffio is responsible for managing the process? officc Âssistant Karen Stephcns

(a) Are court officers performing duties that could be handled by clerical personnel? C]yes Ø No

CT] RRECTE D

I1. DEPARTMENTAL MANUALS

a, Are the number of authorized libraries being maintained? ElYes E ¡lo

(1) Are lhe libraries convenient for those who must use them? Ø Yes E tlo

(a) What controls are in place for "loaning" manuals to ernployees? Ernployees do not take nranuals fr-orn the off ¡cc.

(2) Are publÍcations distinctively marked so they can be readily identified? ElYes fltto
(a) Are the number of libraries excessíve or sufficient? Suffìcienr

(b) ls there a listing available of what should be in each library? @ Yes E ¡lo

(3) Are publications kept up-to-date? EIYes flNo

(4) \Mto files publication changes? OSSI assigns rhis rask to clerical personnel.
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State o[California

Memorandum

Date: September 30,2008

To; Merced Area

Business, Transportation and Housing Agency

From: DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL
Merced Ârea

File No.: 460.1 0533. I 5690

Subject: CHAPTER 5 - OFFICE MANAGEMENT

On September 30. 2008, an Area Managenrent Evaluation wes conrpleted at the Merced Area

wbich focused on the Area's Office Management program. .Afi.er the inlormal evaluation rlr,as

cornpleted, the area is in conpliance with all subjects.

l) CLERICAL TASKS: No Action Rec¡uired

2) FILING SYSTIIM: No Action Ret¡uired

3) SECURITY OF CRIMINAL RECORDS: Aro Action Required

4) FISCAL I'}ROCEDURIÌS: No Action Ret¡uíred

5) SIIPPLY REOI-IISITIONS (CHP 411: No Áctiott Required

6) SUPPLIES: Nu,4ction Re quired

7) QFFICE EQUIPMENT: No Action Require.cl

8) PUßLIC CONTACTS: AIo Action Rcquired

9) SCHOOL BUS DRIVER EXAMINATIONS: No ,4t'tion Rec¡uirerl

l0) COUITT INFOI{MATION PROCEDURES: No Aclion Require d

()HP 61WP lRev t 1.861 OPI 076

Safe4,, Semíce, and Security
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INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this
form is used as a Conection Report, the "Correction" box should be initialed and dated as defìciencies are corrected, Answer
individual items with nyes" or "no" answers, or fill ín the blanks as indicated. lf additional comments are necessary, the lnformation
can be placed on the CHP 454, Area Management Evaluation Supplernent. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluato/s overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.
rYPE OF EVALUÀTION

@ Formal Evaluation fllnformal Evaluation
ÊOLLOV\LUP REQiJIREÞ

IYes Øwo

SUSPENSE DAfE

COM*ira¡9P S 4FvrÈf/

EVALUAfEO

10i23/08 &

| ,= 7r';-þr'
r. CLERICAI.TASKS

a. ls the offioe well organized?

coRFÊct E¡

ØYes Eruo

EVALUATÊD 8Y

Henrietta Koelnrans

I Conection Report

BY

(1) Are there written job descriptions? ØYes D No

(a) Does clerical staff have their job description al their desk? ElYes E No

(b) Does clerical stafr understand what is expected of them? ØYes flNo
(2) Are similar aclivities grouped togelher to promote efficiency? ØYes DNo

(3) lf tape recorders are used, can clerical employees transcribe effec'tively? ØYes E No

(4) ls the clerical staff knowledgeable in the use of personal computers, filing requi¡ements, inlormation
security, etc.? ØYes ! No

(5) Can another clerical employee assume the duties of a clericel employee who ls absent? ØYes ENo

b. ls the Ofñce SeMces Supervisor (OSS) effeclive? Øves flNo
(1) Does he/she properly apply management philosophies and supervisory skllls? ØYes ENo

(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? ØYes ENo

(b) ls the clerical supervisor an effective managef? ØYes !No
(2) Does lhe OSS identify employes wilh supervisory potential? pYes ENo

(a) Does he/she assist employees in the preparation of written plans for progressive career
development? ØYes Etlo

(Þ) Have special interesls been identiñed and educational opportunities and/or departmental training
been atforded the employees? ØYes INo

(c) Hes the CHP 120, lndividual Development Plan for Futu¡e Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? EYes !No

(3) Does lhe supervisor set a good exampfe? EYes ENo

(a) Does he/she show a willingness to assist subordinate personnel? ElYes D No

(b) Does he/she know when to act, when to delegate, and when to refer to a superv¡sor? ØYes flNo
(4) lf there is more lhan one OSS, is the work and supervision evenly distrlbuted? flYes fl¡¡o

CHP 4538 (Rcv, 906) Pogð f ot 7

Destroy Previous Editions

N/A

c4536506.p(l

(5) Does the OSS participate in Area staff meetings? E Yes E tl¡o



STAlE OF CAUFORNIA

DEPARTMENI OF CALIFORMA HIGHWAY PATROT

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev. 5{6) OPI 009

2. FILING SYSTEM
I iVÀLUAîED lriiïlOk ÎçOUraËútt
I to,'2il()s & l2l r E/oB lx.' lc'reFÊ:: 

sr

a, ls lhe Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? þYes fJNo

b. Are other ñles, i.e., permanent files, enforcement document files, etc., maintained according lo policy? ØYes E No

(1) How far back are accident reporls being maintained? 48 Molrrhs

(2) ls there a filing backlog? lYes Ø No

(3) ls there evidencë of recent office review? [Yes fJNo

(4) How are Management and All Commanders Memorandums fled and purged? Managcmcnt Memorandums and Âll Commandcls

Meln<)rurdums arc fìled in clearl¡, labeled bindcrs b¡, Management Mcnrorandunr nur¡bel or datc.

(5) Are Trainlng and lnformation Bulletins ñled? ElYes E No

(a) lfso,howaretheylocated? lnlornratirrnBulletinsaretìlcdilrtheCo¡nnrandl.ihrarlinrclcar.lvluheletJ bindcrhvdilte.

(6) Do all clerical employees understand the filing system? þYes E No

(7) Does lhe Area have an effective suspense system? ElYes Eruo

(a) Oo all supervisors take advantage ofthe suspense system? þ Yes fl l.,lo

c. Are personnel files properly secured and access limited? ElYes E l.lo

(1) Are the requirements of the lnformation Praclices Acl belng followed? Ø Yes EINo

(2) ls a periodic review done on a regular basis? EYes flNo
(a) lf so, howoRen? Minirnum of'orrce annuallv at tinrc ol'Cl-lP ll8.

(3) ls annual employee review and updating conducted as required? ØYes flNo

3. SECURITY OF CRIMINAL RECORDS

(4) Are only required or permitled ¡tems contained ln personnel folders?

a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulat¡ons and policies perteining to these records?

[JYes D No

ElYes ! l.to

('l ) Has the Area designated a specifìc person to release criminal offender record information? E Yes E ¡¡o

(a) Do any other persons release this information? E Yes Ø t,lo

(b) Has the designated person completed the required training? ElYes E No

(c) Are safeguards in place to verify telephone inquiries prior to disclosure? Not Di scl_osed EYes lNo
(2) Does each person that ls designated to release information maintain a CHP 2638, Criminal Offender

Record lnformation Release Log? ØYes !No
(a) Are entries maintalned for lhe prescribed period of time? PYes E No

EVALUAi ÊD

l(,121/0li ðl 12,/ I E/U8
^.;l:r: ¡Ê'¡rìl;l

\o
ccRR¿cìÊo

4. FISCAL PROCEDURES

a. Have discrepancies on the most current audil reports been corrected? E Yes E t¡o
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(1) Are all change fund and collections handled and processed accordingto policy? [Yes n No

(a) Are counter receipts and DL45s, Californía Special Drivels Certificate, issued to the field
accounted for and safeguarded? ØYes ! No

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Sestion? BYes D No

(c) ls lhere a separation of duties between cashier responsibillties and transmittal of collections? ElYes E ¡lo

(d) Are collections and change funds safeguarded? ØYes ! No

(e) Are checks promptly endorsed end cash receipts reconciled daily? PYes E No

(f) Are counter receipts and DL45s thet ere issued in sequence accounted for and returned
to Fiscal Management Seclion upon completion? ØYes tNo

(S) Vvhalspecilicguidelinesareinplaceforsecuritycontrol andaccounlability'? CHpZ5ls(CìounrerRcceiprs),cashandchecks

are reconciled at close r-rl businesr and lrrcLcd in a nletal ca-sh b<¡x and fhen lockcd in r lìle cabirret in thc Oitìce Services

Supervisor's OI fìce

(h) ls a supervisor responsible for review of the system? [Yes ENo

(i) Do total c¡llections agree with the total amount of counter reoeipts and DL45s issued? EYes DNo

ú) Are counter receipts and transmitial records prepared properly? @Yes !No
(k) Are surprise counts of funds performed and documented by the commander or designee? @Yes n No

(2) Are security and accountability proccdures in place for the petty cash fund? ØYes E No

(a) ls lhe petty cash fund used only for authorized purchases within the limited amount? @Yes EJNo

(b) Are valíd authorízations on file? ØYes ENo

(c) ls a Disbursement Voucher (Std. 439) completed and slgned by the commander when lhe
receipt does not show the vendor name or item purchased? p Yes D t¡o

(d) Are there adequate procedures to ensure purchases are properly aulhonzed? þYes nNo

(e) Are surprise counts performed by someone not involved in handling the petty cash fund? Ø Yes fltlo
(3) Are X-Number services proper and within departmental and state policy? Ø Yes E tlo

(a) Are services procured over 94,999.99? úYes Ø t¡o

(b) ls the amount limit circumvented by splitting procurements? EYes Ø No

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? ØYes flNo
(d) Do invoices itemize charges and ¡elerencæ X-Numbers? ØYes nNo

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisof ElYes !No
(a) Are cardholders familiar with the bank card process, including prohibited and restric,ted items? ØYes E No

(b) Are purchases within established policy? ElYes D ¡,¡o

(c) Are three price quotat¡ons obtained and documented on a CHP 315X? N/A fJYes Ø ¡lo

(d) ls lhe bank card log completed properly? ElYes D No

CHP 4538 (R6v t!6) Prgô 3 ôí i
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(e) Are ínvoices and CHP 317, CAL-Ca¡d Log, reviewed by a supervisof ØYes ENo

(0 ls there a reconciliation of the monthly bank card statemenl, and does it have supervisory approval? Ø Yes E No

b, \/hatcontrolsdoesthecommanderhaveinplacetoensuretimelytransmitlalsofmonìes? OSSI RalàelaConzalesh¡s¿form

docurnenting u'eekl¡' contplution ol the CHP 230

(1) ArecollectionssenttoFiscal ManagementSectionatthefirstoccurrenceof$1,000incashand
$'10,000 total collestions, or at the close of business each Thursday? Ø Yes E ¡¡o

(2) Ne monies received for DL45s, Califomia Special Driveis Certificate, assel foleiture, reimbursables,
evidence, etc., handled approprialely by coordinating transmittal wilh the Area cashief ØYes E¡lo

(3) Are "no collec'tion'transmitlals sent when appropriate? ØYes ENo

(a) Do tire sale transactions comply wilh policy? ØYes E llo

c, ls securily of the postage machine adequate? ElYes DNo

(1) ls the machíne locked when not in use? ØYes DNo

(2) ls the meter reading documented as required? N/A Automated !Yes lNo
(3) ls there documentation ol monies refunded or fo¡warded to Fiscal Management Seqtion when the

postage machine is being repaired or replaæd? ØYes INo

5. SUPPLY REQUISITIONS (cHP ¿ll)
EVALUATEO

t0/2il08 & r2l18/()8
^CrrOrr 

nIOUIRÊO

Nrr

CORRECTEO

a. A¡e requisttions prepared properly? EYes !No
(1) Who prepares them?

(2) Has a pradícal stock level been established and maintained? EIYes DNo

(3) ls there a system that notifies lhe stañwhen the guarterly requisition is going lo be prepared? ØYes INo
(a) ls the qualerly requisition period for this command adhered to? ElYes E t¡o

(b) ls there a high number of emergency requisitions? [Yes Ø No

b Are items stored properly in a sloreroom? ØYes ENo

(1) ls there convenient access for regularly used items? ØYes INo
(2) Have obsolete items þeen removed? ØYes ENo

6. SUPPLIES
: vr\L i.l å1 Ê Þ

t l,'1 8 '10¡rt
AúilatY RE(XJTREC cÇ*?:c-rÊ r/

a. Are all cameras assigned to the command accounted for? @ Yes I tlo

(1) Are camera cases clean and do they contain the required accessories? ElYes DHo

(2) ls camera maintenance assigned to a particular individual? ØYes I No

(a) What is his/her preventative maintenance schedule? (ìanrcr¿s are cltecked on ¡ rreular Ìrasis and ¡nain(enance is conrplctcd

as nceded

b. Aæ all extenders assigned to lhe command accounted for? Ø Yes ! t¡o
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(1) ls there adequate security for extender batteries and other supplies? ØYes ENo
ÊvAt uATÉo I ÁCltoli ?ESurPE)

I

l0/23/08& l2118/08 l\o
a. Are offìce machines in good condition and properly maintained? Ø Yes I tlo

(1) ls the vendor complying with maintenance contracl provisions? ØYes flNo

(2) ls there a shorlage or surplus of machines? E Yes Ø tlo

b. ls the Management lnformation System (MlS) used properly? ØYes ENo

(1) \¡/ho is authorized lo use the equipment? All trairred employees who have a Cl-lP l0l, Appropriarc Llse olAutomated

Information & Systenrs Statcnrcnt in their fìeld personrrel folder.

(2) Howistrainingprovided,andbywhom? Enrploycesârctrainedbydesignatedtrainersasreguircci olindependentlvutilizingthc

appropriate intranct wcb site

(3) ls there a usage schedule for uniformed and nonuniformed personnel? flYes ElNo

(4) Are there controls in place to ensure confidentiality? ElYes flNo
(5) Are all personnel aware of how to requesl repairs afrer normal business hours? flYes DNo

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? @Yes D No

(7) What system is used to ensure proper rouling of MIS information? All MIS inforrnarion is sent b], E-mail to all enrplo¡,ces in Mclccd.

c, Are personal computers used properly? @Yes D No

(1) Wito is authorized to use the eguipment? All properly rrailrcd deparrmennl employees.

(2) Howistrainingprovided,andbywhom? Trainingisprovidcduneedcdhl'theArea'sL.Â.N.Coordinatorandcrthcrdcsignatcd

t r'ar ncrs.

(a) How many employees are lrained in its use? All crrrployees assigned ro the N4erccd Ârca

(3) Are lhere restriclions on the time its used? üYes Ø No

(a) ls there a schedule for unlformed and nonuniformed employees? nYes Ø ruo

(4) ls confidential orsensitive information being stored on a PC hard drive? ØYes fJNo

(a) lf so, is the PC password protecled? ElYes flNo
(b) ls conlidenlial or sensilìve informalion stored on disks, CDs, or removable drives kept in a

secure area? ØYes !No
(5) Vvhat is the PC being used for? Departmcntal busincss onl¡,.

(6) Are controls present to prevent inappropriate/personal use of the computer? @Yes n No
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(7) Are backup procedures being performed on e regular basis? @Yes ENo

(a) \Mere applicable, are backup disks stored in a secure area? @ Yes fl l',to

(8) Are PC manuals and other documentation available to all users? @Yes flNo
(9) What procedures are in place to ensure ouþof4ate documents and files are purged? t..ach employee purges outdared nraterial as

necessary,

(10) Are employees aware of lhe availability of assistance ln resolving computer related problems? E Yes fJtlo

(1 1) ls anti-virus software regularly utilized on all state-owned PCs? Ø Yes flt'to
8. PUBLIC CONTACTS

a. Does the otfice have extended office hours?

rÀrlf lAglK¡rrRii]t44g:J

¡¡Y'r.'i/l(tf lE lN,,

E Yes Ø ¡¡o

(1) lf so, are they adequate and effective? N/A E Yes E 1.,¡o

b. Are persons served promptly and cor.trteously? @Yes E No

(1) Are backup personnel immediately available? ØYes E t¡o

(2) ls telephone service bolh efficient and effective? ØYes ElNo

(3) Are limited duty personnel used for receptionist duties and answering telephones? ØYes E No

(4) Are officer substitutions for nonuniformed positions kept at a minimum? ØYes ENo
CORRECTßD

9. SCHOOL BUS DRIVER EXAMINATIONS

a. ls school bus dríver tesling a
assigned? Special Duty

special duty or a clerical function, or is a full-tíme sctrool bus coordinator
lunction.

\o

(1) Are tests and test keys kept in a secure place? Ø Yes E tto
(2) How are interested parties advised of testing procedures? B¡ rhe local scht'rol disrr.ict bLls coordinalors.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? ØYes ENo

(b) Does lhe officer or coordinator take possession of the tesl and dispose of accordingly? ElYes ENo

(3) How are test disposed of? 1'hc1, are shrcdded.

(4) ls there a specific date and time set aside for testing? Ø Yes ENo

10. COURÎ INFORMATION PROCEDURES
EVALUAlED

t0/2-3/2008 I 

a:r¡)h ¡{Êcr ctìRP€ Ç; i c'

a. ls lhere a systematic method of coordinating court appearance maners? E Yes n ¡¡o
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(1) WhatconlrolsBreinplacetoensureofficersappearincourt? Acop¡.ol-thesubLrrrcriaacknorvlcdgingserviccisrctrrrncdrothe

Sub¡rocna Clerk for file. A cop¡,o[suhpoena logs tr¡,datc is posted in thc Rcporr Roonr us a rcminder tr'r both oflicers and

su¡ren'isors indicating rvho has couÍ, ln atJdition, the coun notifles the Arei¡ n,hcn rn of ficer lails to appear.

(a) Howareappearanc€sminimizedfollowingc¿ncellalions? Thcsubpocnaclerkcorn¡rlcresaCFIP2lg- l'rial Infornralion.u,hen

theollìccrisschcdulcdtoworkpriortothcoriginal appcalanceda(c. lftheollìcerisnotschcdulcrJtor.r,olk.the.subpoena

clerk calls him ¿t horne.

(b) How are "shod notice" cancellalions minimized? The Disrrict Arronlcy's Oljìce or Court calls tlrc subpocna clcrk rvho

immcdiately notifies the officer whose casc has becn canccllcd

(21 Are CHP 90s, Reporl of Court Appearance - CivilAction, properly distributed and completed on all
appropríate cases? EYes flNo

(3) Who is responsible for managing the process? tlflicc Assistant Karcn Stcphcns

(a) Are court officers performing duties that could be handled by clerical personnel? lYes Ø No

1I, DEPARTMENTAL MANUALS

a. Are the number of authorized libraries being maintained? ElYes E No

I0rl3i(|8 & I2"1t/()f,

(1) Are fhe libraries convenient for those who must use them? Ø Yes fltlo
(a) What controls are in place for "loaning" manuals to employees? As manuals are also availal¡lc on rhe dcparttìtental irìrraner.

enr¡rlo¡,ees do not takc manuals lronr the ollìcc.

(2) Are publications distinclively marked eo they can be readily identifed? ØYes DNo

(a) Are the number of libraries excessive or suffcient? Sufficient

(b) ls lhere a listing available of what should be in each library? lYes ElNo

(3) Are publicatíons kept up-todate? @ Yes D t,to

(4) Who files publication changes? Of'fjce Assistanr Rrqucza DeGuzman
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JSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this

,rm is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer

dividual items with "yes" or "rìo" answers, or fill in the blanks as indicated, lf additional comments are necessary, the information

rn be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,

:complishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

rm can be completed in pen or pencil, and the Supplement can be handwritten if desired.

EVALUATED 8Y

CARRIE SMITH

PE OF EVALUATION

4 FormalEvaluation

SUSPENSE DATE

E lnformal Evaluation
LLOW.UP REQUIRED

lY"s !ru0

CLERIGAL.T.ASKS

a. ls the offìce well organized?

! Correctìon Reporl

BY
CORRECTEO

Ml Yes ENo

.-i-.,>

(1) Are there written job descriptions? M Yes E t¡o

(a) Does clerical staff have their job description at their desk? Ø Yet n ¡lo

(b) Does clerical staff understand what is expected of them? M Yes Eno

(2) Are similar activities grouped logether to promote efficiency? M Yes Druo

(3) lf tape recorders are used, can clerical employees transcribe effectively? M Yes Eruo

(4) ls the clerical staff knowledgeable in the use of personal computers, filing requirements, information

security, etc,? Ø ves n ¡¡o

(5) Can another clerical employee assume the duties of a clerical employee who is absent? M Yes Druo

b. ls the Office Services Supervisor (OSS) effective? M Yes E tto

(1) Does he/she properly apply management philosophies and supervisory skills? M Y"s Ino
(a) Does he/she have the aulhority and backing necessary lo effectively supervise subordinates? M vet Iruo

(b) ls the clerical supervisor an effective manager? M Yes f ¡¡o

(2) Does the OSS identify employes with supervisory potential? M Yes fno
(a) Does he/she assist employees in the preparation of written plans for progressive career

. development? M Yes INo
(b) Have special interests been identified and educaiional oppoñunities and/or departmental training

been afforded the employees? M Yes I l.lo

(c) Has the CHP 120, lndividual Development Plan for Futur'e Job Performance of Permanent

Employee, been used to identify particular strengths of the employees? M ves Iruo

(3) Does the supervisor set a good example? M Y". [ruo

(a) Does he/she show a willingness to assist subordinate personnel? M Yes [] ¡lo

(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? M ves nno

(4) lf there is more than one OSS, is the work and supervision evenly distributed? r.-r / x E ves !ruo

(5) Does the OSS participate in Area staff meetings? M Yes I ¡to

453E (Rêv 5-06) Page 1 Destroy Previous Editions c,453e506.frp
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CORRECTED

:FtLINQSY.SIEM

a. ls the Area's filing system in compliance with departmental guidelines contained in HPG 11 .'1 , Field Office

File Guide? M Y"t [] tlo

ACT¡ON REOUIRED

b. Are other files, i.e., permanent flles, enforcement document files, etc., maintained according to policy? M Yet Iruo

(1) How far back are accident reports being maintained? FOUR (4) \'EARS ROTATING / PURGED BY SUSPENSE S\'STEM

(2) ls there a fÌling backlog? E Yes Mruo

(3) ls there evidence of recent office review? M ves I tto

(4) How are Management and All commanders Memorandums filed and purged? FILED IN BINDERS AND PURGED BY

EXPIRATION DATE. COMM-NETS ARE FILED ACCORDING TO SUBJECT IN ADMINISTRATION FILES

(5) Are Training and lnformation Bulletins fìled? Ø Yes INo

(a) lf so, how are they located? IN MARI(ED BINDERS - MOSTARE HELD ON THE INTRANET

(6) Do all clerical employees understand the fìling system? M Yes I ¡lo

(7) Does the Area have an effective suspense system? M ves nruo

(a) Do all supervisors take advantage of the suspense system? M Yes !ruo

c. Are personnel files properly secured and access limited? Ø Yes !no
(l) Are the requirements of the lnformation Practices Act being followed? Ø Yes nruo

(2\ ls a periodic review done on a regular basis? M Yes Eno

(a) lf so, how often? ON AN ON-GOING BASIS

(3) ls annual employee review and updating conducted as required? M Yes E t'lo

(4) Are only required or permitted items contained in personnel folders? Ø ves !No
:_

SECU R ITY:.OF .CRI MINAL ::REGORDS

a. Have employees who have access to criminal offender record information signed an acknowledgment

stating they understand the regulations and policies perlaining to these records?

CORRECTED

M vut I t'to

(1) Has the Area designated a specifìc person to release criminal offender record information? M ves ENo

(a) Do any other persons release this information? I yes M tlo

(b) Has the designated person completed the required training? M Yes E tlo

(c) Are safeguards in place to verifo telephone inquiries prior to disclosure? Nor f..o *r R 4 Ç Jej *l - E No

(2) Does each person that is designated to release information maintain a CHP 2638, Criminal Offender

Record lnformation Release Log? L,*t-rz-ê,Ë e-c,.,\pr^T€-R- Lê<= - 3ê,r.¿ ,*b c-H e ¿¿¿.PFYì^s X No

(a) Are entries maintained for the prescribed period of time? M Yes nno
CORRECTED

Fl S CA [- iP ROGE'E !j, RES

a. Have discrepancies on the most current audit reports been corrected? M Yet ENo

'453E (Rev.5-06) Paoe 2 Destroy Previous Editions c'453e506'rrp
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(1) Are all change fund and collections handled and processed according to policy? MY"r n ruo

(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the fìeld

accounted for and safeguarded? MJYes n ¡¡o

(b) Are "voided" or "¡o fee" DL45s marked as such, signed by the commander, and forwarded

to Fiscal Management Section? M Yes nruo

(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? M yer tr tto

(d) Are collections and change funds safeguarded? Mves nruo

(e) Are checks promptly endorsed and cash receipts reconciled daily? Mv"s tr ruo

(f) Are counter receipts and DL45s that are issued in sequence accounled for and returned

to Fiscal Management Section upon completion? M Yes ! ttto

(S) What specific guidelines are in place for security control and accountability? ONLY ONE KEY AND FIELD BY FRONT

COUNTER CLERICAL. LOCKED AT NIGLIT WITI-I DAILY ACTIVITY IN SUPERVISORS OFFICE, CASH DRAWER

LOCI(ED DURING THE DAY WITH COUNTER RECEIPTS IN A SEPARATE LOCI(ED CABINET

(h) ls a supervisor responsible for review of the system? M Y"r D tto

(i) Do total collections agree with the total amount of counter receipts and DL45s issued? M Yes Iruo

û) Are counter receipts and transmittal records prepared properly? M ves Eruo

(k) Are surprise counts of funds performed and documented by the commander or designee? M Yes Xruo

(2) Are security and accountability procedures in place for the petty cash fund? MYes Iruo

(a) ls the petty cash fund used only for authorized purchases within the limited amount? M Yes n ¡lo

(b) Are valid authorizations on fle? M Yes [] t¡o

(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander when the

receipt does not show the vendor name or item purchased? M Yes Iruo

(d) Are there adequate procedures to ensure purchases are properly authorized? M vet Eruo

(e) Are surprise counts performed by someone not involved in handling the petty cash fund? M Yes !uo
(3) Are X-Number services proper and within departmental and state policy? M Yes I tlo

(a) Are services procured over $4,999.99? M ves I trto

(b) ls the amount limit circumvented by splitting procurements? MìYes Iruo

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? M vut ! t'lo

(d) Do invoices itemize charges and reference X-Numbers? M Yes I tto

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? M Yes [ruo

(a) Are cardholders familiar with the bank card process, including prohibited and resiricted items? M Yes Druo

(b) Are purchases within established policy? ffiYes !ruo

(c) Are three price quotations obtained and documented on a CHP 315X? fl Yes M ¡lo

(d) ls the bank card log completed properly? M Yes Iruo
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Øves Eno

(D ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? M Y"s tr no

b. What controls does the commander have in place to ensure timely transmittals of monies? COMMANDEI{ ]-IAS

DELEGATED THIS ACTION TO TI.IE OSS-I WHO I(EEPS A WEEI(LY SUSPENSE

(1) Are collections sent to Fiscal Management Section at the fìrst occurrence of $1 ,000 in cash and

$10,000 total collections, or at the close of business each Thursday? Ø Yes Ino
(2) Are monies received for DL45s, California Special Drive/s Certificate, asset forfeiture, reimbursables,

evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? M Yu" n ¡to

(3) Are "no collection" transmittals sent when appropriate? M Yes n ¡lo

(4) Do tire sale transactions comply with policy? M Y"" !ruo

c. ls security of the postage machine adequate? M Yet D tto

(1) ls the machine locked when not in use? U vet [] tlo

(2) ls the meter reading documented as required? ru / ." tr Y". E No

(3) ls there documentation of monies refunded or forwarded to Fiscal Management Section when the

postage machine is being repaired or replaced?

:S.!IP!Ë!,REQUISITIONS-¡(G:|-1P 41) ' : ': . ,: :

a. Are requisitions prepared properly?

A. nYes trruo
CORRECTED

M Yes n No

(1) Who prepares them? CLEIUCAL STAFF AND SPECIAL DUTY \MITH CLERICAL REVIEW

(2) Has a practical stock level been established and maintained? M Yes nno

(3) ls there a system that notifies the staff when the quarterly requisition is going to be prepared? Mves Iruo

(a) ls the quarterly requisition period for this command adhered to? M Yes I t'lo

(b) ls there a high number of emergency requisitions? M Yes nruo

b, Are items stored properly in a storeroom? M Yet Xruo

(1) ls there convenient access for regularly used items? M Y"s ENo

(2) Have obsolete items been removed? M Ye. [ruo
CORRECTED

SUP.PIIE.S

a. Are all cameras assigned to the command accounted for? M Yes nruo

(1) Are camera cases clean and do they contain the required accessories? M Yes Eruo

(2) ls camera maintenance assigned to a particular individual? E Yes Mruo

(a) What is his/her preventative maintenance schedule? WHEN NEEDED - D]GITAL CAMERAS ARE BEING USED

b. Are all extenders assigned to the command accounted for? M Y"s Eruo
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(1) ls there adequate security for extender batteries and other supplies? M Yet nruo
CORRÊCTED

.OFFIGE:EOUIP,MENT.

a. Are office machines in good condition and properly maintained? M Y"s Iruo

(1) ls the vendor complying with maintenance contract provisions? Ø ves [] tlo

(2) ls there a shortage or surplus of machines? M Yes Iruo

b, ls the Management lnformation System (MlS) used properly? M Yes tr t'to

(1) Who is authorized to use the equipment? ALL PROPERLY TRAINED EMPLOYEES

(2) How is training provided, and by whom? EITHER TI-IRU THE INTRANET OR DISPAI'CH PERSONNEL

(3) ls there a usage schedule for uniformed and nonuniformed personnel? n Yes M tlo

(4) Are there controls in place to ensure confidentiality? VlYes Eruo

(5) Are all personnel aware of how to request repairs after normal business hours? M ves nNo

(6) ls the MIS used to send messages to other offìces in lieu of formal memorandums? M Yus ! t'lo

(7) What system is used to ensure proper routing of MIS information? OSS-I REVIEWS ALL INCOMING & ROUTES

c. Are personal computers used properly? M Yes Eruo

(1) Wro is authorized to use the equipment? ALL PROPERLY TRAINED EMPLOYEES

(2) How is training provided, and by whom? THRU TI-IE DEPARTMENT INTRANET, DIV]S]ON TRAINING AND AREA

PERSONNEL WITH THE EXPERTISE.

(a) How many employees are trained in its use? ALL EMPLOYEES

(3) Are there restrictions on the time its used? fl ves M tlo

(a) ls there a schedule for uniformed and nonuniformed employees? n ves M tto

(4) ls confidential or sensitive information being stored on a PC hard drive? M ves ENo

(a) lf so, is the PC password protected? M Yut nruo

(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? M v"s ENo

(5) What is the PC being used for? DEPARTMENTAL RELATED BUSINESS ONLY

4538 (Rev 5-06) Pâge 5 Destroy Previous Edítions
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(7) Are backup procedures being performed on a regular basis? M yes n No

(a) Where applicable, are backup disks stored in a secure area? M Yes Eno

(8) Are PC manuals and other documentation available to all users? M Yes nruo

(9) What procedures are in place to ensure out-of-date documents and fìles are purged? EACIj EMPLOYEE IS RESPONSIBLE

FOR THEIR OWN CI-EAN UP / PURGING.

(1 0) Are employees aware of lhe availability of assistance in resolving computer related problems? M Yes Eruo

M Yes trno(11) ls anti-virus software regularly utilized on all state-owned PCs?

luB.Ltc ooNTAcrs

a. Does the office have extended office hours?

CORRECTED

n Yes Mruo

(1) lf so, are they adequate and effective?

b. Are persons served promptly and courteously? M Ves ! ¡lo

M Yes X t¡o(1) Are backup personnel immediately available?

M Ye. []ruo(2) ls telephone service both efficient and effective?

(3) Are limited duty personnel used for receptionist duties and answering telephones? M Yes nruo

(4) Are offìcer substitutions for nonuniformed positions kept at a minimum? M Yes nno
CORREGTEO

a. ls school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator

assigned? FULL TIME SPECIAL DUTY OFFICER CINDY WHITE'

(1) Are tests and test keys kept in a secure place? M Yes E tto

(2) How are interested parties advised of testing procedures? INFORMATIONAL PACKETS ARE SENT TO ALL

TERMINALS ANNUALLY.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? Ø Y"s [] t¡o

(b) Does the offìcer or coordinator take possession of the test and dispose of accordingly? VJYes ENo

(3) How are lest disposed of? CROSS SIIREDDED

M Yes nruo(4) ls there a specifìc date and time set aside for testing?

GOU RT,:IN FQRMAITION :PROÇ:EÞU RES

CORRECTEO

M Yes Iruoa. ls there a systematic method of coordinating court appearance matters?
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(1) What controls are in place to ensure officers appear in court? COURT LOG IS POSTED DAILY, GIVEN TO SERGEANTS

AND ONE FOR BRIEFINC.

(a) How are appearances minimized following cancellations? CANCELED IMMEDIATELY, LOG REPRINTED.

OFFICER NOTIFIED VIA DISPATCH OR OFFICER CALLED AT HOME.

(b) How are "short notice" cancellalions minimized? DISTRICT ATTORNEY'S OFF'ICE AND COURTS CALL DAILY

FOR FOLLOW-UP.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? M Y"" n ¡lo

(3) Who is responsible for managing the process? OFFICE ASSISTANT DONNA WILLINGHAM, COURT CLER]<

(a) Are court officers performing duties that could be handled by clerical personnel?

a. Are the number of authorized libraríes being maintained?

n Yes

M Yes Iwo

I. :EEPARÎMENTAL:MANUALS

(1) Are the libraries convenient for those who must use them? M ves Eruo

(a) What controls are in place for "loaning" manuals to employees? LOC IN OR OUT SHEET USED

(2) Are publications distinctively marked so they can be readily identifìed? Ø Y"t !ruo
(a) Are the number of libraries excessive or suffìcient? SUFFICIENT - ALSO CUI{RENT MANUALS ON INTRANET

(b) ls there a listjng available of what should be in each library? M Yes f ¡lo

(3) Are publications kept up-to-date? M Yes []ruo

(4) Who fìles publication changes? CLERICAL STAFF

BRIEF, THE MODESTO AREA OFF]CE IS WELL ORGANIZED. ALL OF THE CLERICAL STAFF IS AWARE OF WHAT IS

;QUIRED OF THEIR DUTIES. ALL OF THE STAFF FIAS BEEN CROSS TRAINED WITH THE ABILITY TO ]IELP WHEN

}SENCES OCCUR. TFIE OSS-] IS VERY EFF]CIENT AND ORGANIZED. SHE IS AWARE OF E\/ER)'TFIING GOING ON IN THE

.FICE, 
I(EEPING ALL REQUIRED TASI(S ON SCI.IEDULE. THE ATMOSPHERE IS ONE OF FIAIìMONY, WHETHER IT ]S

I]FORMED, NON-UNIFORMED OR THE PUBLIC, I WOULD RECOMMEND ANY NEW SUPERVISOR TO T]{IS DEPARTMENT

.VE TI]E OPPORTUNITY TO WATCH AND LEARN FROM THIS OFFICE.

¡453E {Rev.5-06) Page 7 Destroy Previous Editions c/53e506.írp



State of California

Memorandum

Date; November 28,2008

To: Porlerville Area

Business, Transportation and Housing Ageucy

Flom: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Coalinga Area

File No.: 495,13682

Subject: HPG22,l, AREA RESOURCES MANAGEMENT GUIDE, INSPECTIONS

On September 25,2008, a team comprised of Sergeant Larlcin Vander Mel, Office Services

Supervisors Paula Mcsheehy and I completed three Area Management Evaluations on the Porterville
Area per HPG 22.1, Area Resources Management Guide. The three Area Management Evaluations
were Ofhce Management, Occupational Safety and Special Functions, Utilizing the procedures and

clrecklists provided in HPG 22.1 as well as through interviews conducted of the affected personnel,

the following is a summation of the results of each evaluation.

Lieutenant D. Knoff conducted the Occupational Safety (chapter l2) evaluation. During his

evaluation, he noted that on September 5, 2008, Sergeant L, McGuire, of the Porterville Area,

conducted an informal Occupational Safety (chapter l2) evaluation. The results of the evaluation
wele forwarded to the Central Division Occupational Safety Coordinator, During the formal
evaluation, Lieutenant Knoff discussed the informal evaluation with Lieutenant J, Swealingen,
During the discussion, Lieutenant Swearingen identified two items fi'om the informal evaluation that

had requiled action, He explained one of the identified items had been competed and the othel'was
awaiting budget approval for the purchase of fire extinguishel and exit signs, As these items have

been lequested, no further action is required.

During the Office Management (chapter 5) evaluation and the Special Functions (chapteL l5)
evaluation, neither Office Services Supervisor Mcsheehy nor Sergeant Vander Mel noted any

si gnifi cant d iscrepancies.

Based upon the procedules and checlclist provided and the interviews of the affected personnel, the

Porterville Area's occupational safety program, special functions and office management are

frrnctioning within guidelines set forth in HPG 22.1, Area Resources Guide.

->.?-?---(D. W. KNOFF, Lieutenant
Comrnander

cc: Assistant Chief R. Cletnents

CHP 51WP (Rev 1'1-86) OPI 076
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev. 5-06) OPI 009

EVALUATED BY

P, McSFIEEIIY, OSSI

NUMBER

480
OAIE

09125120tJ8

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this

forrn is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer

individual items with "yes" or "no" arìswers, or fill in the blanks as indicated. lf additional comments are necessary, the information

can be placed on the CHP 4S4, Area Management Evaluation Supplement, The Supplement should include significant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired,

IYPE OF EVALUATION

I Formal Evaluation ! lnformal Evaluation
SUSPENSE DATÊ

FOLLOW.UP REOUIRED

flYes Zltlo
n Correction Report

BY

CO[4MANOER'S REVIEW 1E

1. CLERICAL TASKS
EVALUATED

09/2512008

ACIION REQUIRED

None

CORRECTED

a, ls the office well organized? EYes n uo

(1) Are there written job descriptions? Ø Yes D t'¡o

(a) Does clerlcal staff have their job description at their desk? ØYes E No

(b) Does clerical staff understand what is expected of them? ØYes n No

(2) Are similar activities grouped together to promote efflciency? ZYes n No

(3) lf tape recorders are used, can clerical employees transcribe effectively? 

^l 
/A ! Yes E t'¡o

(4) ls the clerical staff knowledgeaþle in the use of personal computers, fìling requirements, information

security, etc.? EYes ! No

(S) Can another clerical employee assume the duties of a clerical employee who is absent? E Yes n ¡¡o

b ls the Office Services Supervisor (OSS) etfective? EYes nNo

(1) Does he/she properly apply management philosophies and supervisory skills? ZYes nNo

(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? EYes nNo

(b) ls the clerical supervisor an effective manager? ØYes n No

(2) Does the OSS identify employes with supervisory potential? ØYes n No

(a) Does heishe assist employees in the preparation of wrltten plans for progressive career

development? nYes E No

(b) Have special interests been identified and educational opportunities and/or departmental training

been afforded the employees? E Yes E t¡o

(c) Has the CHP 120, lndividual Development Plan for Future Joþ Performance of Permanent

Employee, been used to identify particular strengths of the employees? EYes nNo

(3) Does the supervisor set a good example? E Yes n ¡lo

(a) Does he/she show a willingness to assist subordinate personnel? ØYes n No

(þ) Does he/she know when to act, when to delegate, and whe n to refer to a supervisor? ØYes n No

(4) lf there is more than one OSS, is the work and supervision evenly distributed?

(5) Does the OSS participate in Area staff meetings?

nYes n No

EYes E No

CHP453E (Rev- 5-06) Page I of 7
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2. FILING SYSTEM

a. ls the Area's filing system in compliancewith departmental guidelines contained in HPG 11.1, Field Office
File Guide?

CORRECTEO

ØYes nNo

b, Are other fìles, i.e., permanent files, enforcement document fìles, etc., maintained according to policy? IYes INo
(1) How far back are accident reports being maintained? 4 YEARS

(2) ls there a filing backlog? ! Yes Ø l.lo

(3) ls there evidence of recent otfice review? ØYes n No

(4) How are Management and All Commanders Memorandums filed and purged? MM FILED BY # AND YEAR, RETAINED FOR

TWO + YEARS. ALL COIVIMANDERS ARE RETAINED FOR I YEAR ON CLIP BOARD

(5) Are Training and lnformation Bulletins fìled? EYes nruo

(a) lf so, how are they located? ON THE BOOKSHELF BEHIND OSSI DESK.

(6) Do all clerical employees understand the filing system? IYes nNo

(7) Does the Area have an effective susponse system? IYes nNo

(a) Do all supervisors take advantage of the suspense system? flYes !No
c, Are personnel files properly secured and access limited? @Yes nNo

(1) Are the requirements of the lnformation Practices Act being followed? [Yes !No
(2) ls a periodic review done on a regular basis? E Yes ! tlo

(a) lf so, how often? ONLY Wl-lEN REQUIRED OR AT ANNUAL I l8 REVIEW BY SUPERVISOR

(3) ls annual employee review and updating conducted as required? @ Yes n ¡lo

(4) Are only required or permitted items contained in personnel folders? ØYes !No

3, SECURITY OF CRIMINAL RECORDS

a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records?

CORRECTED

EYes !No
(1) Has the Area designated a specific person to release criminal offender record information? E Yes ! lllo

(a) Do any other persons release this information? [Yes n No

(b) Has the designated person completed the required training? flYes flNo

(c) Are safeguards in place to verify telephone inquiries priol to disclosure? IYes nNo

(2) Does each person that is designated to release information maintain a CHP 2638, Criminal Offender
Record lnformation Release Log? E Yes n ¡'lo

(a) Are entries maintained for the prescribed period of time? I Yes ! l.lo

4. FISCAL PROCEDURES

a. Have discrepancies on the most current audit reports been corrected?

CORRECTED

@Yes n ruo

EVALUATED

09/2512008
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(1 ) Are all change fund and collections handled and processed according to policy? Ø Yes n ¡lo

(a) Are counter receipts and DL45s, California Special Driver's Certìficate, issued to the field

accounted for and safeguarded? E Yes E l',lo

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? N/a IYes n No

(c) lsthereaseparationofdutiesbetweencashierresponsibilitiesandtransmittal ofcollections? ØYes E No

(d) Are collections and change funds safeguarded? ØYes nNo

(e) Are checks promptly endorsed and cash receipts reconciled daily? EYes ! No

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management section upon completion? co,n.rh¿ I ¡.¿-Étlg .ö t-Jt_4

ØYes n No

(g) What specific guidelines are in place for security control and accountability? LOCI(ED CASI-l BOXES AND LOCKED

DRAV/ERS \\/ITI_I LIMITED NUMBER OF ACESS I(EYS,

(h) ls a supervisor responsìble for revlew of the system? ElYes nNo

(i) Do total collections agree with the total amount of counter receipts and DL45s issued? EYes nNo

O Are counter receipts and transmittal records prepared properly? ØYes nNo

(k) Are surprise counts of funds performed and documented by the commander or designee? Ø Yes E tlo

(2) Are security and accountability procedures in place for the petty cash fund? Ø yes ! t¡o

(a) ls the petty cash fund used only for authorized purchases within the limited amount? PYes ENo

(b) Are valid authorizations on file? ØYes n No

(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipl does not show the vendor name or item purchased? ØYes n No

(d) Are there adequate procedures to ensure purchases are properly authorized? ØYes ENo

(e) Are surprise counts performed by someone not involved in handling the petty cash fund? ØYes ! No

(3) Are X-Number services proper and within departmental and state policy? ØYes n No

(a) Are services procured over $4,999.99? n Yes Z t'lo

(b) ls the amount limit circumvented by splitting procurements? fl Yes Ø t'lo

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? EYes !No
(d) Do invoices itemize charges and reference X-Numbers? flYes nNo

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? ElYes n ¡lo

(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? EYes n No

(b) Are purchases within established policy? ElYes ! t'lo

(c) Are lhree price quotations obtained and documented on a CHP 315X? ØYes nNo

(d) ls the bank card log completed properly? ØYes nruo
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? ZYes n No

(l) ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? El Yes E No

b. What controls does the commander have in place to ensure timely transmittals of monies? COMMANDEIì INQUIRES REGULARLY

AS TO COMPLETION, AND HE SIGNS THE WEEI(LY TRANSMITTAL.

(1) Are collections sent to Fiscal Management Section atthe firstoccurrence of $1 000 in cash and

$10,000 total collections, or at the close of business each Thursday? Ø Yes n ¡lo

(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? E Yes fl No

(3) Are "no collection" transmittals sent when appropriate? Ø Yes ! t'to

(4) Do tire sale transactions comply with policy? IYes nNo

c. ls security of the postage machine adequate? I Yes ! tto

(1) ls the machine locked when not in use? ØYes flNo

(2) ls the meter reading documented as required? N/n !Yes ENo

(3) ls there documentation of monies refunded or fonrvarded to Fiscal Management Section when the
postage machine is being repaired or replaced? tt/¿ flYes !No

SUPPLY REQUISITIONS (CHP 41)

a. Are requisitions prepared properly? ØYes !No
(1) Who prepares them? OA & OSSI

(2) Has a practical stock level been established and maintained? ØYes ENo

(3) ls there a system that notifies the statf when the quarterly requisition is going to be prepared? @Yes nNo

(a) ls the quarterly requisition period for this command adhered to? ØYes nNo

(b) ls there a high number of emergency requisitions? n Yes Ø tlo

b. Are items stored properly in a storeroom? ElYes fl tto

(1) ls there convenient access for regularly used items? @Yes !No
(2) Have obsolete items been removed? Ø Yes n ¡lo

6. SUPPL]ES

a, Are all cameras assigned to lhe command accounted for?

CORRECTEO

EYes nruo

(1) Are camera cases clean and do they contain the required accessories? E] Yes fltlo
(2) ls camera maintenance assigned to a particular individual? ØYes !No

(a) What is hisiher preventative maintenance schedule? N/A

b. Are all extenders assigned to the command accounted for? IYes nruo
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(1) ls there adequate security for extender batteries and other supplies? Ø Yes ! tto

7. OFFICE EQUIPMENT

a. Are office machines in good condition and properly maintained?

CORRECTED

ØYes n ruo

(1) ls the vendor complying with maintenance contract provisions? E Yes n ¡¡o

(2) ls there a shodage or surplus of machines? I Yes E tto

b. ls the Management lnformation System (MlS) used properly? ØYes n No

(1) Who is authorized to use the equipment? CLERICAL AND OFFÌCERS

(2) How is training provided, and by whom? COMM. CENTER/DI SPATCH S UPERVISORS

(3) ls there a usage schedule for uniformed and nonuniformed personnel? N/a n Yes ENo

(4) Are there controls in place to ensure confidentiality? E Yes n ¡lo

(5) Are all personnel aware of how to request repairs after normal business hours? ØYes nUo

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? E Yes E tlo

(7) What system is used to ensure proper routing of MIS information? E-MAIL

c. Are personal computers used properly? ØYes nruo

(1) Who is authorized to use the equipment? ALL EN4PLOYEES

(2) How is training provided, and by whom? WHEN SOMF,ONE ASI(S FOR ASSISTANCE OF EITI-IER THE AREA LAN

COORDINATOR OR DTVISION ADMIN

(a) How many employees are trained in its use? ALL EMPLOYEES

(3) Are there restrictions on the time its used? E Yes E t'lo

(a) ls there a schedule for uniformed and nonuniformed ernployees? E Yes E tlo

(4) ls confidential or sensitive information being stored on a PC hard drive? nYes E No

(a) lf so, is the PC password protected? Nla EYes nruo

(b) ls confìdential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? Ø Yes n ¡lo

(5) What is the PC being used for? DAILY \ i oRI( IìUNCTIONS

(6) Are controls present to prevent inappropriate/personal use of the computer? Ø Yes n ¡lo
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(7) Are backup procedures being performed on a regular basis? Ø Yes n ¡¡o

(a) Where applicable, are backup disks stored in a secure area? EYes n ruo

(8) Are PC manuals and other documentation available to all users? n Yes Ø tlo

(9) What procedures are in place to ensure outof-date documents and files are purged? I-tO t-lAS PROCRAr\4 lN PL¡\CE TO

REMOVE E-MAIL AFTER 90 DAYS. REVIEW OF OTHER FILESiDOCUMENTS BY SUPERVISORY \\/HEN TIME

PERI\4ITS.

(10) Are employees aware of the availability of assistance in resolving computer related problems? ØYes ENo

(11) ls anti-virus software regularly utilized on all state-owned PCs? Z yes I t,¡o

a. Does the office have extended otfice hours? I Yes Ø t¡o

(1) lf so, are they adequate and effective? ,Y/e nYes n¡lo
b, Are persons served promptly and courteously? Ø Yes ! tlo

(1) Are backup personnel immediately available? EYes n No

(2) ls telephone service both efficient and effective? E Yes n ¡¡o

(3) Are limited duty personnel used for receptionist duties and answering telephones? ElYes fl No

(4) Are officer substitutions for nonuniformed positions kept at a minimum? E Yes n ¡lo

SCHOOL BUS DRIVER E)GMINATIONS

a. ls school bus driver testing a special duty or a clerical functlon, or is a full-time school bus coordinator
assigned? SpECIAL DUTy OFFTCER

(1) Are tests and test keys kept in a secure place? ØYes n ruo

(2) How are interested parties advised of testing procedures? VERBALLY GIVEN AND/OR REFERRED TO APPROPRIATE

TRANSPORTATION ENTITY

(a) Are exams graded in the presence of the applicant, and missed questions discussed? ØYes nNo

(b) Does the otfìcer or coordinator take possession of the test and dispose of accordingly? ØYes fl No

(3) How are test disposed of? SI-IREDDED

(4) ls there a specific date and time set aside for testing? ElYes ! No

EVALUATED

0912s/2008

a. ls there a systematic method of coordinating court appearance matters? Ø Yes flt'lo

CHP 453E (Rev 5-06) Page 6 ol 7

Deslroy Previous Editions
c453e506 pdl



STATE OF CALIFORNIA

OEPARTMENI OF CALIFORN¡A HICHWAY PATROL

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 4s3E (Rev. 5-06) OPI 009

(1) What controls are in place to ensure officers appear in court? COUI{T AT'|ENDANCE AUDII'S WITH Cl-lECl( OF 415,S

AGAINST SUBPOENA AND SCTS. OCCASIONALLY GO TO COURT.

(a) How are appearances minimized following cancellations? AREA RECETVES E-MAIL FROM COURTS ON ¡\ DAILy

BASIS FOR CANCELLATIONS.

(b) How are "short notice" cancellations minimized? OFFTCERS ARE NOTIFIED AS SOON AS COURT NOTIFIES TI-IE

AREA OF CANCELLAT]ON

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriale cases? ØYes nNo

(3) Who is responsible for managing the process? OA/SGTS.

(a) Are court officers peforming duties that could be handled by clerical personnel? ! Yes Ø l,'¡o

11, DEPARTMENTAL MANUALS

a. Are the number of authorized libraries being maintained? EYes nruo

(1) Are the libraries convenient for those who rnust use them? Ø Yes n ¡lo

(a) What controls are in place for "loaning" manuals to employees? NOTIFICATION lS I\4ADE TO THE OSSI WHO I{AS

THE AREA'S WORI(ING LIBRARY.

(2) Are publications distinctively marked so they can be readily identified? IYes ! No

(a) Are the number of libraries excessive or sufficient? SUFFICf ENT

(b) ls there a listing available of what should þe in each library? @ Yes n ¡¡o

(3) Are publications kept up-to-date? IYes n No

(4) Who files publication changes? OSSI
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